ORACLE

Oracle® Retail Invoice Matching
User Guide

Release 14.0
E49810-01

December 2013



Oracle® Retail Invoice Matching User Guide, Release 14.0
E49810-01

Copyright © 2013, Oracle and/or its affiliates. All rights reserved.
Primary Author: Nathan Young

This software and related documentation are provided under a license agreement containing restrictions on
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, license,
transmit, distribute, exhibit, perform, publish, or display any part, in any form, or by any means. Reverse
engineering, disassembly, or decompilation of this software, unless required by law for interoperability, is
prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free. If
you find any errors, please report them to us in writing.

If this is software or related documentation that is delivered to the U.S. Government or anyone licensing it
on behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT END USERS: Oracle programs, including any operating system, integrated software,
any programs installed on the hardware, and/or documentation, delivered to U.S. Government end users
are "commercial computer software" pursuant to the applicable Federal Acquisition Regulation and
agency-specific supplemental regulations. As such, use, duplication, disclosure, modification, and
adaptation of the programs, including any operating system, integrated software, any programs installed on
the hardware, and/or documentation, shall be subject to license terms and license restrictions applicable to
the programs. No other rights are granted to the U.S. Government.

This software or hardware is developed for general use in a variety of information management
applications. It is not developed or intended for use in any inherently dangerous applications, including
applications that may create a risk of personal injury. If you use this software or hardware in dangerous
applications, then you shall be responsible to take all appropriate fail-safe, backup, redundancy, and other
measures to ensure its safe use. Oracle Corporation and its affiliates disclaim any liability for any damages
caused by use of this software or hardware in dangerous applications.

Oracle and Java are registered trademarks of Oracle and/or its affiliates. Other names may be trademarks of
their respective owners.

Intel and Intel Xeon are trademarks or registered trademarks of Intel Corporation. All SPARC trademarks
are used under license and are trademarks or registered trademarks of SPARC International, Inc. AMD,
Opteron, the AMD logo, and the AMD Opteron logo are trademarks or registered trademarks of Advanced
Micro Devices. UNIX is a registered trademark of The Open Group.

This software or hardware and documentation may provide access to or information on content, products,
and services from third parties. Oracle Corporation and its affiliates are not responsible for and expressly
disclaim all warranties of any kind with respect to third-party content, products, and services. Oracle
Corporation and its affiliates will not be responsible for any loss, costs, or damages incurred due to your
access to or use of third-party content, products, or services.

Value-Added Reseller (VAR) Language
Oracle Retail VAR Applications

The following restrictions and provisions only apply to the programs referred to in this section and licensed
to you. You acknowledge that the programs may contain third party software (VAR applications) licensed to
Oracle. Depending upon your product and its version number, the VAR applications may include:

(i) the MicroStrategy Components developed and licensed by MicroStrategy Services Corporation
(MicroStrategy) of McLean, Virginia to Oracle and imbedded in the MicroStrategy for Oracle Retail Data
Warehouse and MicroStrategy for Oracle Retail Planning & Optimization applications.

(ii) the Wavelink component developed and licensed by Wavelink Corporation (Wavelink) of Kirkland,
Washington, to Oracle and imbedded in Oracle Retail Mobile Store Inventory Management.

(iii) the software component known as Access Via™ licensed by Access Via of Seattle, Washington, and
imbedded in Oracle Retail Signs and Oracle Retail Labels and Tags.

(iv) the software component known as Adobe Flex™ licensed by Adobe Systems Incorporated of San Jose,
California, and imbedded in Oracle Retail Promotion Planning & Optimization application.

You acknowledge and confirm that Oracle grants you use of only the object code of the VAR Applications.
Oracle will not deliver source code to the VAR Applications to you. Notwithstanding any other term or
condition of the agreement and this ordering document, you shall not cause or permit alteration of any VAR
Applications. For purposes of this section, "alteration" refers to all alterations, translations, upgrades,
enhancements, customizations or modifications of all or any portion of the VAR Applications including all
reconfigurations, reassembly or reverse assembly, re-engineering or reverse engineering and recompilations
or reverse compilations of the VAR Applications or any derivatives of the VAR Applications. You



acknowledge that it shall be a breach of the agreement to utilize the relationship, and/or confidential
information of the VAR Applications for purposes of competitive discovery.

The VAR Applications contain trade secrets of Oracle and Oracle's licensors and Customer shall not attempt,
cause, or permit the alteration, decompilation, reverse engineering, disassembly or other reduction of the
VAR Applications to a human perceivable form. Oracle reserves the right to replace, with functional
equivalent software, any of the VAR Applications in future releases of the applicable program.






Contents

Send Us YOUr COMMENTS ............cooocooiiiee sttt Xi
PPEFACE ...ttt Xiii
AUAIEIICE ...ttt ettt ettt et e et e e te e b e eseestesaaesseessesbesssesbeessasteessesseerseessensesrsenbesreensenreans Xiii
Documentation AcCesSIDILity ........ccociiiiiiiiiiiiiii e Xiii
Related DOCUIMENTS ......coueiviiiiiiiiieieietetetet ettt e e te st esbeste st esbeseeseessasaesessessessassessessessessassassnsessensenses Xiv
CUSTOMET SUPPOTIt ..ottt Xiv
Review Patch DOCUMENTATION .....ccvieviieiiiiiieceieieetecteetee ettt et e et eve et e eveesaeeseeseeseeasesseersesesseens Xiv
Improved Process for Oracle Retail Documentation Corrections..........c.ccccccucueueueieiceucienieecennennns Xiv
Oracle Retail Documentation on the Oracle Technology Network ...........ccoooeiiiiiiiiiiicccne XV
CONVEINTIONS ...vvieivieiieeiieeteettesteeteesteeeste e seessteeseessseassaessseasseesssaassaanssessssassessssessesssesssensaessseenssesssensseenns XV

1 Invoice Matching

Welcome to Oracle Retail Invoice Matching...........ccccoovviiiiiininc, 1-1
NAVIGALION ..o 1-1
Log In and Exit ReIM.......ccccoiiiiiiiiiiiiiiiiiiiii e 1-1
Log INtO ReIMi....ooiiiii s 1-2

Lt L =3 1Y/ SRS 1-2
Navigate Within @ WINdOW ..........ccoii e 1-2
Use @ Drop-DOWN LiSt.......ccoiiiiiiiiiiiiiccc s 1-2

Use a List Of Values BUttON........c.cceiiieiiiiieieieeteteeee ettt s e sses e s s essesseneas 1-2

Sort and FIlter COIUMIS ......ccvoouiiiiiiciie ettt ettt ettt ae e sa e e e sbesbeess e seessesseesnesseennas 1-2
FAlter INfOrmation .....c.ccveiuieiiciiceciecece ettt ettt et et ere et erb e beeasebeeraesseereens 1-2

SOTt INFOIMALION ....vvvieiieiieiitctee ettt ettt ettt et e e e s eseeseeseesesseesessessassessessesensensens 1-2
FIeXIDle COIUITNINS ....ccvivieiiiieiecieeieeteet ettt ettt ettt et e e et e s seenbeeraesseessesbesssessesssensenseenns 1-3

Hide or Display @ COIUMN.......cccccouiiiiiiiiiiiiiiiccce e 1-3
Change the Colummn Order ..o 1-3
COMUIMIEINES ...eveeiieiiieieeeteeiteete et estteesteesteesbeesteeesbeesssaessaesssaassaesseessseesseassseesseeassaesseenssesssaenssesssenssenns 1-4

2 Enter Documents

Enter Document GIOUPS .........ccoioiiiiiiiiiiiicccc sttt 2-1
Create an INVOICe GIOUP ......ccoiviiiiiiiiiiiiiciccn s 2-1
Add Documents Using Default Information ..o 2-2
Add Documents Without Default Information ...........cccceoereneieiniinininieeseeeeeeeee 2-3
Complete the Document GIOUP .......ccccueuiuiuiiiiiiiiiiiiiiiiicicceeee e 2-3
Edit a DocUmMent GIOUP ......ccovviviiiiiiiiiiiiiiieiiieee s 2-5
Delete a DocUmMent GIOUP .......cccueieiiurieieiicicie ettt 2-7
Approve a Document GIOUP........ccvviviiiiiiininiinic s 2-8
Search for @ PUIrchase OTder .........coiiviiiiiiiecieieeeeiesttettet ettt a e e be s seesaesseesaesseennas 2-9
EDILUPIOAAS ...ttt 2-10
Correct a Rejected EDI INVOICE........cccuiiiiiiiiiiiiiiiiiiiiciicicicc s 2-10
Delete EDI INVOICES. ...ccveciieieiieeeriieeieteetesiestetestestesssessesssessesssessesssessesssessesssessesssessesssessenses 2-11

vii



Correct Multiple Rejected EDI INVOICES.........ccoiviuiiiiiiiiiiiiiiciiicicciceeees 2-12

Delete Multiple Rejected EDI INVOICES ......ovuruiiiiiiiieiiiiciecic i 2-13
SPLit INVOICES ...t s 2-14
Split Invoices with Multiple LOCAtions .........cccccuvveiiiiiiiiiiiiiiiiiicicccccc 2-14
Add Child INVOICES.....cueevievieiietietictietieteeteet ettt ettt et eete et e e tesse st essesse s easessessessereas 2-15
Edit Child INVOICES ..cvvevveeieieeieiiniiiistieteiesiet ettt tsees e sessas e s e ssessessessessessessessessssassessens 2-15
Delete @ Child INVOICE ....ccveeeeeiitieiececteseete sttt ettt ee s e ae e e sbesssesesnnens 2-16
Complete the Distribution..........cccoueiiiiiiiii e 2-16

Set Default Child Invoice Information from a Purchase Order .........cccceevevevninerrennnnnn. 2-16
Add Invoice Details to a Child INVOICE.......ccceerverierieriieierieieeeeteete e eve e eesee e ens 2-17
Edit Qn TEEIM .ottt ettt s a e st rn b e era e beeneens 2-18
DElete AN TEEIMN. .. vttt ettt ettt b e essesaeseeseesaesansenrens 2-18
Complete the INVOICE ..ottt s 2-19

3 Create Documents

MerchandisSe INVOICES..........ccoccieriieieiicieiete ettt ettt et e e s te e e s s e beesb e seessesseessesseessesssessesssesenseens 3-1
Create a MerchandiSe INVOICE .......cecvuierieiiiieeteiieeseete ettt ettt e e s re b re e b reeaeeveeanas 3-1
Create the Merchandise INvoice HEAET .......c.cvceevivierierieieieieieeeeetetee sttt 3-2
Add Details to a Merchandise INVOICE ........c.ceveieiieriieieieeteeeeee ettt seeee s ees 3-4
Edit Qn TEOIM...cveeeeeeceeeeeee ettt ettt a e e b et ere b e s ba e st e taesteereenteereenes 3-6
DElete AN TEEIMN......ccuiieieiiiiiecteeteeteeet ettt bbbttt e e saetesseebesbe st e b e b esseneesaeseesearans 3-6
Complete the INVOICE........couiviiiiiiiiiiiciicc s 3-6
Search by VPN NUMDET ........couiiiiiiii s 3-6

Set Default Item Details from a Receipt or Purchase Order ... 3-7
NON-MerchandiSe INVOICES .......cccueeieriirrieriereerteieeteseete st eae st estesreesae s e essesssessesseessassesssesseessessessees 3-8
Create a Non-MerchandiSe INVOICE ........ccueiririiriirtirieree ettt sttt eaeas 3-8
Document MAINtENANCE .......cecvirierieeieteeiereeteteeiesteeesseetesseessesseessesseessesseessesseessesssessesssessesses 3-11
Search fOor @ DOCUMIENT .........ccviiiiiicieiecee ettt st b e ss e be e s e seessenseens 3-12
Maintain a Document HEadeT .........c.ocvoviiiiiiieieiiceeeeeeeeeeee ettt 3-14
Maintain Document Details.........ccecirieriirieniirieieieeeeeeeee st 3-15
Pay an Unmatched INVOICE.........couiiiiiiiiic s 3-16
VIEW @ DOCUIMENT.....couiiiiieiieciece ettt ettt e te et e e te et e esba e seesabeesssessseebaesssesasannns 3-17

4 Match Documents

Summary Match Credit NOtes ... 4-1
View the In Balance Items Tab ..o 4-1
Search for Credit Note Requests and Credit Notes to Match............cccoooviiiiiniiinnns 4-2
Summary Match INVOICES .......c.cciuiiiiiiiiiiiiiiiiiicc e 4-3
Summary Match Invoices and ReCEIPtS.........ccceueuiuiuiiiiiiiiiiiiiecccecccereeeceeeeeeeeeeenes 4-3
Create GIOUPS......ccovuiiiviiiiieieiec s 4-5
Search for Invoices and Receipts to Match............coooiviiiiiiiic 4-6
Detail Match INVOICES .......couiviiiiiiiiiiicic e 4-8
View the In Balance Items Tab ... 4-8
Group Invoices and Receipts for Detail Matching............cccoovveeieiiiiciicce 4-9
SPlit @ RECEIPL ...vviiiiiiiiiiicii s 4-11

viii



5 Resolve Discrepancies

6

COSt DISCIEPANCIOS ........oviiitcc e 5-1
Resolve Cost DISCIEPANCIES .......c.curuvuruiiririiiriiiieceeeeeee e 5-1
Quantity DISCIEPANCIES ........cooiueieiiiiiei et 5-3

Resolve Quantity DiSCIEPANCIES .........ccoeueiiiiueieieiiecieieccic e 5-3
TaX DISCIOPANICIES......cveviviiitiiiiicteeictcc et enes 5-5
Resolve Tax DiSCIePanCIes..........cccuvviveiiiiiiiiiiiiiiiiiiicieccecs s 5-5
Resolve Header Level Tax DiSCrepancies.........c.ocoocueueieirucieiiecicieeecicie e 5-7
Add Invoice Details .........ccoveviiiiiiiiiiiiiii s 5-7
Memos and REQUESES ..........ceuiuiiiiiiiiiiic e 5-7
Create a Credit or Debit Document.............ccooeioiiiiieiiiiic e 5-8
Add Details to the DOCUMENL ........ccviiiiiiiiiiiiicii s 5-10
Reverse a Debit MemO ........ccocuiiiiiiiiiiiiiiiiiiccc s 5-10
Void a Credit Note ReqUESt...........cooiiiiiiiiieic s 5-12

System Administration

SYStem OPHONS........cooviiiiic e 6-1
Maintain the System Variables.........c.cccccocociiiiiiiiiiccceeeeree e 6-1
Main the Document PrefixXes ... 6-4
General Ledger ACCOUNES. ..ottt 6-4

Create General Ledger Account Cross Reference ..........cccccecucueucieiciiiciceiciiicciceecciceeenns 6-5
Define General Ledger Options...........ccouiiiirieiiiiiiciici s 6-5
SUPPLEr OPIONS ...eeviieet et e 6-6
Maintain @ SUPPLET ....c.coeiiiiiccee e 6-6
Create a Grouped SUPPLET ..o 6-8
Delete a Grouped SUPPLET .........cocuiiiiiieiici s 6-9
REASON COAES......oiiiriiiiiiiiie s 6-10
Create Reason Codes ..ot 6-10
Associate a General Ledger Account with a Reason Code..........cccccccvuvuiniiiiniiiinnnnnn 6-11

Delete Reason Codes ... 6-11
Edit ReasOn COdeS ......ccvviiiiiiiiiiiiiiiiiiiciicic s 6-12
Reason Code ACHONS .....c.ccuiirrieiiiiicicitre ettt 6-13
ACHONS ..ottt s 6-13
Tax Resolution Reason Code AcCtionS...........coovviuiiiiiiiiiiiiiiiiiiee s 6-14

USET GIOUPS ..ottt a e ene s 6-15
Create @ USer GIOUP .....ccouviiiiiiiiiiiiiciiic s 6-15
Delete @ USETr GIOUP ...c.cvuiviviviieiiiiicicieiteieteet ettt 6-17
Assign Users to @ USer GIOUP .......cceiviiiiiiiiiiiiiiiicicncec s 6-17
Edit @ USET GIOUP ...ocvviiiicicicicicieiiceeee ettt 6-19
Delete a User from @ GIOUP.......cccviviiiiiiimiiiieiiiicieeeteieiei et 6-20
Assign a Department/Class to @ User Group........c.cooeeueieiiiceieiniccieieceeeceenne 6-22
Delete a Department/Class from a User GIoup ........cccccocvceeccemercemeeeneereeeeeeenenenenens 6-24
Assign a Location to @ USer GIOUDP ......c.oceueiiirieiiiiicicieiecie i 6-25
Delete a Location from a User GIOUP ........cccoceeueiiiuiieiniiicieieieccece i 6-26
Assign a Reason Code to @ USer GIOUP.......cccvuvueururiririeiririricieicieeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 6-28
Delete a Reason Code from a User GIoup ..ot 6-30



B o) <) =V TSI I =) SRR 6-31

Define the Tolerance Level for the System............cccoooiii 6-32
Delete a Tolerance Level from the System ..........cccccccocciiiiiinniicrcrreer e 6-32
Define the Tolerance Level for a Supplier, Supplier Trait, or Department..................... 6-33
Delete a Tolerance Level for a Supplier, Supplier Trait, or Department......................... 6-34
Set Default Tolerance Level for a Supplier, Supplier Trait, or Department.................... 6-35
Receipt Write-Off HiSTOIY ......couoiiuiiiieiiiici 6-36
View Receipt Write-Off HIStOIY ......ooooiriiiiiieic s 6-36
Dynamic MappPing ..o s 6-37
Dynamic Mapping for Department and Class ..........cccccoeeeiiiiiieiiiiciicc 6-37

Dynamic Mapping for Location...........ccccceviiiiiiiiiniiiiiiiccs 6-38



Send Us Your Comments

Oracle® Retail Invoice Matching User Guide, Release 14.0

Oracle welcomes customers' comments and suggestions on the quality and usefulness
of this document.

Your feedback is important, and helps us to best meet your needs as a user of our
products. For example:

= Are the implementation steps correct and complete?

= Did you understand the context of the procedures?

= Did you find any errors in the information?

= Does the structure of the information help you with your tasks?

= Do you need different information or graphics? If so, where, and in what format?
= Are the examples correct? Do you need more examples?

If you find any errors or have any other suggestions for improvement, then please tell
us your name, the name of the company who has licensed our products, the title and
part number of the documentation and the chapter, section, and page number (if
available).

Note: Before sending us your comments, you might like to check
that you have the latest version of the document and if any concerns
are already addressed. To do this, access the Online Documentation
available on the Oracle Technology Network Web site. It contains the
most current Documentation Library plus all documents revised or
released recently.

Send your comments to us using the electronic mail address: retail-doc_us@oracle.com

Please give your name, address, electronic mail address, and telephone number
(optional).

If you need assistance with Oracle software, then please contact your support
representative or Oracle Support Services.

If you require training or instruction in using Oracle software, then please contact your
Oracle local office and inquire about our Oracle University offerings. A list of Oracle
offices is available on our Web site at http://www.oracle.com.
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Audience

Preface

The Oracle Retail Invoice Matching User Guide describes the application user interface
and how to navigate through it.

This document is intended for the users and administrators of Oracle Retail Invoice
Matching. This may include merchandisers, buyers, and business analysts.

Documentation Accessibility

Our goal is to make Oracle products, services, and supporting documentation
accessible to all users, including users that are disabled. To that end, our
documentation includes features that make information available to users of assistive
technology. This documentation is available in HTML format, and contains markup to
facilitate access by the disabled community. Accessibility standards will continue to
evolve over time, and Oracle is actively engaged with other market-leading
technology vendors to address technical obstacles so that our documentation can be
accessible to all of our customers. For more information, visit the Oracle Accessibility
Program Web site at http: //www.oracle.com/accessibility/.

Accessibility of Code Examples in Documentation

Screen readers may not always correctly read the code examples in this document. The
conventions for writing code require that closing braces should appear on an
otherwise empty line; however, some screen readers may not always read a line of text
that consists solely of a bracket or brace.

Accessibility of Links to External Web Sites in Documentation

This documentation may contain links to Web sites of other companies or
organizations that Oracle does not own or control. Oracle neither evaluates nor makes
any representations regarding the accessibility of these Web sites.

Access to Oracle Support

Oracle customers have access to electronic support through My Oracle Support. For
information, visit http://www.oracle.com/support/contact.html or visit
http://www.oracle.com/accessibility/support.html if you are hearing
impaired.
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Related Documents

For more information, see the following documents in the Oracle Retail Invoice
Matching Release 14.0 documentation set:

»  Oracle Retail Invoice Matching Release Notes

»  Oracle Retail Invoice Matching Installation Guide

»  Oracle Retail Invoice Matching Operations Guide

»  Oracle Retail Invoice Matching Online Help

»  Oracle Retail Invoice Matching Data Model

»  Oracle Retail Merchandising Batch Schedule

»  Oracle Retail Merchandising Implementation Guide

»  Oracle Retail Merchandising Security Guide

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:

https://support.oracle.com

When contacting Customer Support, please provide the following:

= Product version and program/module name

= Functional and technical description of the problem (include business impact)
»  Detailed step-by-step instructions to re-create

= Exact error message received

»  Screen shots of each step you take

Review Patch Documentation

When you install the application for the first time, you install either a base release (for
example, 14.0) or a later patch release (for example, 14.0.1). If you are installing the
base release and additional patch releases, read the documentation for all releases that
have occurred since the base release before you begin installation. Documentation for
patch releases can contain critical information related to the base release, as well as
information about code changes since the base release.

Improved Process for Oracle Retail Documentation Corrections

Xiv

To more quickly address critical corrections to Oracle Retail documentation content,
Oracle Retail documentation may be republished whenever a critical correction is
needed. For critical corrections, the republication of an Oracle Retail document may at
times not be attached to a numbered software release; instead, the Oracle Retail
document will simply be replaced on the Oracle Technology Network Web site, or, in
the case of Data Models, to the applicable My Oracle Support Documentation
container where they reside.

This process will prevent delays in making critical corrections available to customers.
For the customer, it means that before you begin installation, you must verify that you
have the most recent version of the Oracle Retail documentation set. Oracle Retail
documentation is available on the Oracle Technology Network at the following URL:



http://www.oracle.com/technetwork/documentation/oracle-retail-100266.ht
ml

An updated version of the applicable Oracle Retail document is indicated by Oracle
part number, as well as print date (month and year). An updated version uses the
same part number, with a higher-numbered suffix. For example, part number
E123456-02 is an updated version of a document with part number E123456-01.

If a more recent version of a document is available, that version supersedes all
previous versions.

Oracle Retail Documentation on the Oracle Technology Network

Documentation is packaged with each Oracle Retail product release. Oracle Retail
product documentation is also available on the following Web site:

http://www.oracle.com/technetwork/documentation/oracle-retail-100266.ht

ml

(Data Model documents are not available through Oracle Technology Network. These
documents are packaged with released code, or you can obtain them through My
Oracle Support.)

Documentation should be available on this Web site within a month after a product
release.

Conventions

The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated
with an action, or terms defined in text or the glossary.

italic Italic type indicates book titles, emphasis, or placeholder variables for
which you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLs, code
in examples, text that appears on the screen, or text that you enter.
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Invoice Matching

Welcome to Oracle Retail Invoice Matching

Navigation

Oracle Retail Invoice Matching (ReIM) allows you to verify merchandise invoice costs
and quantities before payment. ReIM receives invoice data through Electronic Data
Interchange (EDI), or data can be entered manually.

An automatic matching process verifies Invoice records against associated receipts. If
invoices are matched to receipts within tolerance at a summary level, they are
evaluated for best payment terms and posted to a staging table. The staging table
interfaces with your accounts payable system, where payments are processed and
corresponding accounting entries are posted.

If invoices and receipts are not matched at the summary level after a specified period
of time, the auto-matching process attempts to match at the line level within
tolerances. If matches are not identified at the line level, the process calculates a cost or
quantity discrepancy. Discrepancies are routed to defined user groups for resolution.
You can resolve discrepancies by applying reason codes based on a set of defined
actions (for example, charge-back supplier). The reason codes determine disposition of
the discrepancies.

The auto-match process routes discrepancies so that you can begin manual
identification of summary and detail level matches. You can resolve line-level
discrepancies, and you can also access invoices and receipts.

This section describes how to navigate within ReIM. It describes how to:
» Log In and Exit ReIM
= Navigate Within a Window

s Sort and Filter Columns

Log In and Exit RelM

Note: The way that you access ReIM depends on how the system is
set up at your location. Contact your system administrator for
instructions. After you have started ReIM, you are prompted to log on
to the system.

Invoice Matching 1-1



Navigation

Log In to RelM

1. In the Login window, enter your user name in the Username field.
2. In the Password field, enter your password.

3. Click Log In. The ReIM Main Menu window is displayed.

Exit RelM

1. From the Main Menu, select Log Out. You are prompted to confirm your decision.

2. Click OK. You return to the Login window.

Navigate Within a Window

This section describes the navigation within the ReIM window.

Use a Drop-Down List

Some fields can accept values only from a predefined list of options. These fields have
a down arrow button on the right side of the field.

1. Click the down arrow button. A drop-down list of options is displayed.

2. Select a value from the drop-down list. The selected option is entered in the field.

Use a List of Values Button

The List of Values button is found to the right of a field. The button displays all
defined values or options available for the field.

Note: The list of values is empty if no values have been defined for
the list.

1. Click the LOV button. A list of options is displayed.
2. Select an option from the list.

3. Click OK. The selected option is entered in the field.

Sort and Filter Columns

You can sort and filter data so that you can view the information you want.

Filter Information

Many windows use filters. You can use a filter to limit the records listed to those that
match a certain criteria.

To select the criteria, choose from the values in the drop-down list associated with the
field. You can filter multiple columns at the same time.

To display all records, select *All* from each drop-down list.

Sort Information
Many windows use underlined column headings to sort table data.

To sort the list, click on the underlined column heading of the column you want to use
for sorting. You can only sort by one column at a time. An arrow indicates the column
that is currently sorted, as well as the sort order.
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To reverse the sort order, click the same column heading again.

Flexible Columns

You can customize your window view by clicking on the column button. You can
change the columns that are hidden or displayed, or the order in which columns
appear. After you rearrange the columns, the window view is the same every time you
open the window.

Hide or Display a Column
1. Click the column button to the left of the window name. The Column Ordering
Window opens.
Figure 1-1 Column Ordering Window
Current View:

Custom View:

Hidden Columns

e i |

2. Select a column heading.

3. Use the left arrow button or the right arrow button to move the column heading to
the Hidden Columns or the Visible Columns area.

Note: Column headings with a double asterisk (**) cannot be hidden.

4. When the columns are in the Hidden Columns and Visible Columns as desired,
click Apply. You return to your previous work area.

Change the Column Order

1. Click the column button. The Column Ordering window opens.

2. Select a column heading. Click the up arrow button or down arrow button to
move the column heading order.

a. Moving the column heading up on the list places it to the left side of the
screen.

Invoice Matching 1-3
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b. Moving the column heading down on the list places it to the right side of the
screen.

c. Tomove a column to the top of the list, select the column heading and click
top button.

d. Tomove a column to the bottom of the list, select the column heading and
click the bottom button.

3. When the columns are in the desired order, click Apply. You are returned to your
previous work area.

Comments

In the Comments window, you can add additional information about a specific area of
a window.

1. Click Comments. The Comments window opens

Figure 1-2 Comments Window

"You are logged in as: RETAIL USER User

([Comments

Document ID - CNOBUG 9244213 - TOTAL AMOUNT IS NOT COMMING CORRECT
Document Type Credit Note Request - Quantity

iAdd

Usage Type
Item Q

Comment

Existing Comments

i3
3

Usage Type User ID Date Comments
No records found

[
In the Usage Type drop-down field, select Internal or External.
In the Item field, enter the item ID, or click the LOV button and select an item.

In the Comment field, enter your comments.

Click Add. Your comment is added to the table.

o o ~ w N

Click OK to save any changes and close the window.
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Enter Document Groups

Invoices can be loaded through Electronic Data Interchange (EDI), group entry, or
single invoice entry. In the Group Entry window, you can manually enter merchandise
invoices, non-merchandise invoices, and credit notes.

When you enter document groups, you can define default criteria that apply to
multiple invoices. Alternatively, you can enter invoices without applying default
information. After you have entered all the invoices in the group, the control quantity
should match the calculated quantity, and the control cost should match the calculated
cost of the documents you have entered. When the totals match, you can submit the
group for approval. After the group is approved, you can begin matching the invoices.

This section includes the following document group instructions:
»s  Create an Invoice Group

» Edit a Document Group

s Delete a Document Group

s Approve a Document Group

Create an Invoice Group

Navigate: In the Document Entry tab, click Group Entry. The Group Entry List
window opens.
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Figure 2-1 Group Entry List Window

RACLE
Group Entry List i

Entry Dste S8t control Calculated Variance Control Calculated Variance Currency — createld
Delete Group1D | Al | [a ¥| Total  Total  Total Count Count Count Code |Al =]
O] zs008 1213200 Workshest 000 100.00  100.00 0 1 1USD RETAIL USER
O ze908 12152000 Workshest 000 10000  100.00 0 1 1USD RETAILUSER
O 480z 0s-17-2010 Workshest 0.00 10,000.00 10,000.00 1000 1 -999UsD RETALLUSER
O] zzsto 12072010 Waorksheet 000 100.00  100.00 0 1 1USD ADMIN
O] 2507 11-17:2010 Workshest 000 100.00  100.00 0 1 1USD RETAILUSER
O] o009 1213200 Workshest 000 10000  100.00 0 1 1USD RETAIL.USER
O] o002 124132010 Workshest 000 100.00  100.00 0 1 1USD RETALL.USER
[] 21910  0802:2011 Workshest 000 (2000) (2000} 0 2 205D RETALL.USER
O] 22002 08032011 Workshest 0.00 1000 1000 0 1 1USD RETAIL USER
O zi2  o07-08-2000 Workshest 000 500000 5000.00 0 1 1USD RETAILUSER
O zst02  11-19-2010 Worksheet 0.00 5000 50.00 0 1 1USD RETALL.USER
O] 21920  08-02:2011 Waorksheet 0.00 1000 10.00 0 1 1USD RETALLUSER
O] 21811 0802:2011 Workshest 000 (10.00) (1000 0 1 1USD RETAILUSER
O] 25102 11-19-2010 Workshest 0.00 5000 50.00 0 1 1USD RETAIL.USER
O] 24108 11012010 Workshest 000 100.00  100.00 0 1 1USD RETALL.USER
1 2 [Next]
Advanced Search | i siczissarcn | mew| peete | cancel |

1. Click New. The Group Entry window opens.

Figure 2-2 Group Entry Window

You are logged in as: RETAIL USER User

|Group Entry
Group ID: 32102 Entry Date: 01-07-2012 Currency USD Q [IE Dol Status: Workshee
Defaults Hide
Document Type Vendor Type Supplier Site DocumentDate  Terms Ref Ho. 1
| supplier ~|
Merchandise Invoice ~| Q| Q £ Q Apply Defaults
entry I | Defaut view v A
Total
Document TotalCost Non- Tax Total Cost
Document Type Vendor Type Doc Ho. Date Terms Order Ho. Location Total Gty Ex Tax Merch Amt IncTax  RefHo.1
| supplier v
Merchandise Invoice | % a &l e} o ¥ Q 0 0

St Site
s e[)\ Add Refresh

Hi
Existing Documents I custom view »

Delete Document Type Vendor Supplier Site Doc No. Document Date Terms Due Date  Order No. Location  Total Gty Merch Cost Non Merch Cost Tot CostiEx Tax RefNo. 1
No records found

g\(\

|summary
Ex Tax Calculated Total 0.00 Calculated Count ]

Ex Tax Control Total 0.00 Control Count 0

Variance 0.00 Variance 0

R e e )

2. In the Summary area, enter the Control Total and the Control Count for the group
you are entering.

Add Documents Using Default Information

Note: Click Show to display the available fields in the Defaults area.

1. In the Vendor Type field, select the type of vendor that sent you the document.
2. Enter the vendor ID, or click the LOV button and select the vendor.

2-2 Oracle® Retail Invoice Matching User Guide



Enter Document Groups

10.
11.
12.

In the Document Type field, select the type of document that is being added to the
group.

In the Document Date field, enter the date the document was created, or click the
calendar button and select the date.

In the Terms field, enter the terms code, or click the LOV button and select the
terms.

In the Defaults area click Apply Defaults. The information is added to the
Document Entry area.

In the Doc No. field, enter the document ID.

In the Order No. field, enter the purchase order number that is associated with the
document.

Note: You can search for a purchase order by receipt and location
information.

In the Location field, enter the location ID, or click the LOV button and select a
location ID.

In the Total Qty field, enter the total number of items on the document.
In the Total Cost Ex Tax field, enter the total cost on the document.

Complete the document group.

Add Documents Without Default Information

1.
2

10.
11.

In the Vendor Type field, select the type of vendor that sent you the document.

In the Document Type field, select the type of document that is being added to the
group.

Under the Vendor Type field, enter the vendor ID, or click the LOV button and
select the vendor.

In the Doc No. field, enter the document ID.

In the Document Date field, enter the date the document was created, or click the
calendar button and select the date.

In the Terms field, enter the terms code, or click the LOV button and select the
terms.

In the Order No. field, enter the purchase order number that is associated with the
document.

In the Location field, enter the location ID, or click the LOV button and select a
location ID.

In the Total Qty field, enter the total number of items on the document.
In the Total Cost Ex Tax field, enter the total cost on the document.

Complete the document group.

Complete the Document Group

1.

Add non-merchandise costs as necessary.
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a. In the Document Entry area, click the amount in the Non-Merch field. The
Non-Merchandise Cost window opens.

Figure 2-3 Non-Merchandise Cost Window

Non Merchandise Cost

Document ID: 1

Amount A
0.0000(| |
0.0000) | =

0.0000

0.0000] —

Customs 0.0000;
Customs Dty 0.0000
0.0000

0.0000

0.0000

Discount - Ince

GL Cross-reference for
Segment1 Segment2 Segment3 Segmentd Segments Segmentd Segment? Segmentd Segment® Segment 10

Type: Company  Location Account Department Class Affiliate Future1 Future2 Future3 Futured
Total: 0.ooe
oK 1 Calculate Total J Cancell

b. In the non merchandise fields, enter the appropriate charges.

c. In the Tax Code - Rate field, select the appropriate tax information for the
non-merchandise charge.

d. Click Calculate Total. The sum of the non-merchandise costs appears in the
Total field.

e. Click OK to save your changes and close the window.
2. Add the invoice tax cost.

a. In the Document Entry area, click the amount in the Total Tax Amt field. The
Tax Breakdown window opens.
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Figure 2-4 Tax Breakdown Window

‘2l Tax Breakdown - Microsoft Internet Explorer

Tax Breakdown
Ex Tax Basis

0.0000
0.0000
0.0000

0.0000

Document : ADSFADSF

Tax Code Tax Rate Tax Amounts

o 7 0.0000
E 5 0.0000
£ o 0.0000
= 10 0.0000

Total:

frts Calculate Tatal | [ cancel |

b. Enter either of the following:

— In the Ex Tax Basis column, enter the amount on the invoice that is subject
to Tax. The Tax Amount is calculated.

— In the Tax Amounts column, enter the tax amount. The Ex Tax Basis is
calculated.

c. Click Calculate Total. The amount of Tax appears in the total field.

o o & v

window.

Edit a Document Group

Click Add. The document is added to the Existing Documents area.
Click Calculate Variance. The remaining variance appears.
Continue adding documents until the totals and counts have no variance.

Click OK to submit the group for matching. You return to the Group Entry List

Navigate: In the Document Entry tab, click Group Entry. The Group Entry List

window opens.
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Figure 2-5 Group Entry List Window

“You are logged in as; RETAIL USER User

Entry Date Status Create ID

==t Control Calculated Variance Control Calculated Variance Currency
Delete Groupin | Al | [ AN ¥| Total Total Total Count Count Count Code |Al 7|
[0 =2so08  12-13-2010 Workshest 0.00 100.00  100.00 ] 1 1UsD RETAIL.USER
[0 2e908  12-15-2010 Workshest 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
[0 1870z  06-17-2010 Workshest 0.00 10,000.00 10,000.00 1000 1 899 USD RETAIL.USER
[ z27eto  12-07-2010 Worksheet 0.00 100.00  100.00 0 1 1UsD ADMIN
[0 28507 11-17-2010 Worksheet 0.00 100.00  100.00 ] 1 1UsD RETAIL.USER
[] 20008  12-13-2010 Worksheet 0.00 100.00  100.00 0 1 1USD RETAIL.USER
[0 20002  12-13-2010 Worksheet 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
[ 31810  08-02-2011 Worksheet 0.00 (20.00)  (20.00) 0 o3 2UsD RETAI USER
[0 32002  08-03-2011 Workshest 0.00 10.00 10.00 ] 1 1UsD RETAIL.USER
[0 21102  07-08-2010 Workshest 0.00 500000 5,000.00 0 1 1UsD RETAIL.USER
[0 2s7es  11-19-2010 Worksheet 0.00 50.00 50.00 ] 1 1UsD RETAIL.USER
[0 21820  08-02-2011 Worksheet 0.00 10.00 10.00 0 1 1UsD RETAIL.USER
[0 21811 o08-02-2011 Worksheet 0.00 (10.00)  (10.00) ] 1 1UsD RETAIL.USER
[ 25702 11-18-2010 Worksheet 0.00 50.00 50.00 0 1 1USD RETAIL.USER
[ 24108  11-01-2010 Worksheet 0.00 100.00  100.00 0 1 1UsD RETAIL.USER
12 [Next]
Advanced Search | dear AdvaicedSeaci | New| Deete | cancel |

1. To search for a document group:

a. Click Advanced Search. The Group Entry Advanced Search window opens.

Figure 2-6 Group Entry Advanced Search Window

“ou are logged in as: RETAIL USER User
iGroup Entry Advanced Search

Document ID (% for partial search)

Document Type ﬁ
Vendor O\
Order Number le ]
Currency USD O\ U5 Dolls
Tot Cost/Ex Tax to
Document Group Status | All W |
Search |  Refiesh |  cancel

b. Enter the criteria to restrict your search.
c. Click Search. The Group Entry List window opens.
2. In the Group ID column, click a group ID. The Group Entry Detail window opens.
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Figure 2-7 Group Entry Detail Window

You are logged in as: RETAIL USER User

Group Entry Detail

Group 1D 31911 Entry Date 03-02-2011 Currency USD Status Workshest
Existing Documents
Vendor  Vendor Desc Location  Location Deseription
Delete | Al | Al ¥| DocHo. DocumentType DocumentDate Terms Due Date Total Gty Merch Cost Non Merch Cost TotCostiExTax OrderNo. (Al ¥ B
D 9898 PS Supplier TESTTETS Credit Note 01-01-2012 121220-uPDATED tERMS ~ 06-06-2009 10 (10.00) 0.00 (10.00) 3456 Store

Calculated Total (10.00) Calculated Count -
Control Total 0.00 Control Count o
Variance (10.00) Variance 1
oK ’ Submit 5z | Iculat || Add Delete | | Cancel

3. To make changes to the document group, click Worksheet. You are prompted to
confirm the status change.

Click OK. The document group status is changed to worksheet.
Click Add. The Group Entry window opens.

Add documents as necessary.

N o a &

Delete documents from the document group as necessary:

a. In the Delete column, select the invoice you are deleting.

b. Click Delete. You are prompted to confirm the deletion.

c. Click OK. The invoice is deleted from the system.

8. Click OK to submit the group for matching. The Group Entry List window opens.

Delete a Document Group

Navigate: In the Document Entry tab, click Group Entry. The Group Entry Detail
window opens.
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Figure 2-8 Group Entry Detail Window

You are logged in as: RETAIL USER User

Group Entry Detail

GroupID 31911 Entry Date 08-02-2011 Currency USD Status Worksheet
Existing Documents
Vendor  Vendor Desc Location  Location Description
Al | (A v A [an »
Delete I [ Doc Ho. Type Date Terms DueDate TotalQfy MerchCost NonMerchCost Tot Costifx Tax QOrder No.
D 9898 PS Supplier TESTTETS Credit Note 01-01-2012 121220-uPDATED tERMS ~ 06-06-2009 10 (10.00) 0.00 (10.00) 3456 Store
Calculated Total (10.00) Calculated Count 1
Control Total 0.00 Control Count 0
Variance (10.00) Variance 1

Bl RS B EET EEESTEew EEN EER B

1. In the Delete column, select the document group you want to delete.
2. Click Delete. You are prompted to confirm the deletion.

3. Click OK. The document group is deleted from the system.

4. Click Cancel to close the window and save your changes.

Approve a Document Group

Navigate: In the Document Entry tab, click Group Entry. The Group Entry List
window opens.

Figure 2-9 Group Entry List Window

You are logged in as: RETAIL USER User

Group Enty List I

T S Control Calculated Variance Control Calculated Variance Currency Sl
Delete Groupip | Al | [ar ¥| Total  Total  Total Count Count Count Code |Al &
[ ze008 124132010 Workshest 000 10000  100.00 0 1 1UsD RETAILUSER
[0 zsm08 124152010 Workshest 0.00 10000  100.00 0 1 1UsD RETAILUSER
[0 18702 08-17-2010 Workshest 0.00 10,000.00 10,000.00 1000 1 999 USD RETAIL USER
[0 27910  12.07-2010 Workshest 0.00 10000  100.00 0 1 1USD ADMIN
[ 2507 11-47-2010 Workshest 0.00 10000  100.00 0 1 1UsD RETAIL USER
[ 29008 12132010 Workshest 000 10000  100.00 0 1 1UsD RETAIL USER
[0 zeo02 124132010 Workshest 000 10000  100.00 0 1 1UsD RETAIL USER
[ 21910  08-02-2011 Workshest 000  (2000) (20.00) 0 2 2usD RETAIL USER
[ 22002  08-03-2011 Workshest 0.00 1000 10.00 0 1 1UsD RETAILUSER
[0 ztto2  o7-08-2010 Workshest 0.00 500000 5000.00 0 1 1UsD RETAILUSER
[0 25703 11-18-2010 Workshest 0.00 5000 50.00 0 1 1UsD RETAIL USER
[ 21920  08-02.2011 Workshest 0.00 1000  10.00 0 1 1USD RETAIL USER
[ 21911 08-02-2011 Workshest 000  (10.00)  (10.00) 0 1 1UsD RETAIL USER
[ 25702 11-19.2010 Workshest 0.00 5000 50.00 0 1 1UsD RETAIL USER
O 24106 11-01-2010 Workshest 000 10000  100.00 0 1 1usD RETAILUSER
12 [Next]
Advanced Search ; ancsiceach | New| Delte | cancel |
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Note: Note: Once you have approved a document group, you can no
longer make changes to it.

1. In the Group ID column, click the group ID of a document group that has a status
of Submitted. The Group Entry Detail window opens.

2. Click Approve. You are prompted to confirm the document group's approval.
3. Click OK. You are returned to the Group Entry List window.

4. Click Cancel to close the window and save your changes.

Search for a Purchase Order

An invoice or document can be entered into ReIM through EDI, manually, or group
entry. A purchase order (PO) number is required for all invoices. In some cases,
vendors do not record purchase order numbers on their invoices. To enter a purchase
order for an invoice, you can search for a purchase order number.

1. Click Search. The Purchase Order Search window opens.

Figure 2-10 Purchase Order Search Window

Furchase Ovder Search

Use Draer sumbes firsier Sumber Lasation Name Losation Tvne

Sisre

Note: You must use at least one search criterion, but you do not have
to use all three criteria.

2. In the Receipt field, enter the receipt order with which the purchase order is
associated, or click the LOV button and select a receipt.

3. In the Location field, enter the location ID of the location with which the purchase
order is associated, or click the LOV button and select a location.

4. In the date fields, enter the dates for which receipts were received against the
purchase order, or click the calendar button and select dates.

= Receipt Date: Enter a Receipt Date to search for receipts containing a receipt
date that is greater than or equal to the date entered.

= To Date: Enter a To Date value to search for receipts with a receipt date that is
less than or equal to the date entered.
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= Receipt Date and To Date: Enter a Receipt Date and a To Date to limit the
search to receipts containing a receipt date that is greater than or equal to the
receipt date and less than or equal to the to date.

5. Click Search. Purchase orders that match the criteria are displayed in the table.
6. In the Use Order Number field, select the check box of the order you want to use.

7. Click OK. The purchase order is displayed in the appropriate field.

EDI Uploads

Invoices can be loaded through Electronic Data Interchange (EDI), group entry, and
single invoice entry. The majority of invoices are sent to Invoice Matching through
EDI. When the data on the invoices can be verified, the invoices are ready to match. If
the data cannot be verified, you must manually correct the inaccurate data on each
invoice.

In the EDI Maintenance window, you can update invoice data for invoices that were
uploaded with inaccurate data. You can correct the invoices one at a time, or you can
correct the order number or item number on multiple invoices. If you correct the order
number or item number for all invoices, all invoices with the old value are updated
with the new value.

This section includes the following EDI instructions:

»  Correct a Rejected EDI Invoice

s Delete EDI Invoices

s Correct Multiple Rejected EDI Invoices

s Delete Multiple Rejected EDI Invoices

Correct a Rejected EDI Invoice

Navigate: In the Document Entry tab, click EDI Maintenance. The EDI Maintenance

window opens.

Figure 2-11 EDI Maintenance Window

“You are logged in as: RETAIL.USER User
EDI Maintenance
laal o L T S e R = il
] [VA" | Invoice Humber All ¥ | Total Invoice Cost | Al ZJ
[ doooooooos- ASN100608 12-15-2010 700.00 Invalid supplier number
D 9292-PS Supplier DASDASD 03-16-2010 £0.00 Invalid order number and supplier combination
D 9898-PS Supplier EDIGENN12869034554840000000000 03-04-2010 100.00 Invalid order number and location combination
D 9898-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
D 9898-PS Supplier 84607 03-16-2010 100.00 Invalid invoice date
D 9298-PS Supplier 03-14-2010 50.00 Invalid order number and supplier combination
D 9293 12-02-2010 2,500.00 Invalid supplier number
[] doooooooos- 12-15-2010 924.00 Invalid supplier number
[ doooooooos- 12-15-2010 924.00 Invalid supplier number
[] doooooooos- ASN100608 12-15-2010 700.00 Invalid supplier number
D 9898-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
D 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
D 1801-Harsh Supplier for RTC test ASNBBE06 12-02-2010 10,000.00 Invalid order number and supplier combination
D 3020-Battery Supplier ASNI2706 12-02-2010 2,500.00 Invalid duplicate vendor document number
D 121213 1233 12-01-2010 11,232.00 Invalid supplier number
12 [Next]
Mass Correction | Delete I Cancel

1. In the Invoice Number column, click an invoice number. The EDI Rejected Invoice
Details window opens.
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Figure 2-12 EDI Rejected Invoice Details Window

Wou are logged in as: RETAIL.USER User

EDI Rejected Invoice Details

Reject Reason Invalid order number and supplier combination

Invoice 34509 Terms 0\
Supplier 9383 QP Supplier Order No. 34509 Q,
Invoice Date ﬂ Location 0\
UPC | Supplement / SKU / VPN Guantity Unit Cost  Total Line tem Cost
= 10 5.00 50.00

Retry Invaice

2. The fields that must be edited are enabled.

»  To select a different supplier, in the Supplier field, enter the correct supplier
ID, or click the LOV button and select a supplier.

s To select a different invoice date, in the Invoice Date field, enter the correct
invoice date, or click the calendar button and select an invoice date.

s To select different terms, in the Terms field, enter the correct term ID, or click
the LOV button and select a term.

s To select a different order number, in the Order No. field, enter the correct
order number, or click the LOV button and select an order number.

s To select a different location, in the Location field, enter the correct location, or
click the LOV button and select a location.

»  To select a different UPC, on the table in the UPC/Supplement/SKU field,
enter the correct UPC, or click the LOV button and select a UPC.

3. Click Retry Invoice. You are returned to the EDI Maintenance window.

Note: If there are still errors in the invoice, you must repeat the
procedure until clicking Retry Invoice returns you to the EDI
Maintenance window.

4. Click Cancel to save your changes and close the window.
Delete EDI Invoices

Navigate: In the Document Entry tab, click EDI Maintenance. The EDI Maintenance
window opens.
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Figure 2-13 EDI Maintenance Window

EDI Maintenance
Delete Supplier Invoice Date ject Reason
L ] Al B Bt Invoice Humber W___-q Total Invoice Cost Al ] 4
[ 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
[] 9838-PS Supplier DASDASD 03-16-2010 50.00 Invalid order number and supplier combination
[] 9838-PS Supplier EDIGENN128650343642340000000000 03-04-2010 100.00 Invalid order number and location combination
D 9893-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
D 9898-PS Supplier 84607 03-16-2010 100.00 Invalid invoice date
D 9898-PS Supplier 84508 03-14-2010 50.00 Invalid order number and supplier combination
D 9898 ASNI0Z06 12-02-2010 2,500.00 Invalid supplier number
[ 1000000005 ASNIGS58E 12-15-2010 524.00 Invalid supplier number
[ 1000000005 ASNDGSE0E 12-15-2010 524.00 Invalid supplier number
[ doooooooos- ASN100608 12-15-2010 700.00 Invalid supplier number
[] 9838-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
[] 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
D 1801-Harsh Supplier for RTC test ASNBBE0G 12-02-2010 10,000.00 Invalid order number and supplier combination
D 3020-Battery Supplier ASNI2T06 12-02-2010 2,500.00 Invalid duplicate vendor decument number
D 121213 1233 12-01-2010 11,232.00 Invalid supplier number
12 [Nexd]
Mass Comection | Dekete | [ Cancel |

1. In the Delete column, select the check box to the left of the invoice you are
deleting.

Note: To select all of the invoices, select the check box in the header
area.

2. Click Delete. You are prompted to confirm the deletion.

3. Click OK. The invoice is deleted.

4. Click Cancel to close the window and save your changes.

Correct Multiple Rejected EDI Invoices

Navigate: In the Document Entry tab, click EDI Maintenance. The EDI Maintenance

window opens.

Figure 2-14 EDI Maintenance Window

EDI Maintenance
Delete Supplier R
=] All i Invoice Humber All ‘T‘ Total Invoice Cost Al bt
D 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
D 9898-PS Supplier DASDASD 03-16-2010 50.00 Invalid order number and supplier combination
D 9298-PS Supplier EDIGENN12869034964840000000000 03-04-2010 100.00 Invalid order number and location combination
D 9298-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
D 9298-PS Supplier 84807 03-16-2010 100.00 Invalid invoice date
[] 9838-PS Supplier 84509 03-14-2010 50.00 Invalid order number and supplier combination
[ 938 ASNS0206 12-02-2010 2,500.00 Invalid supplier number
[] doooooooos- ASNIGIGHE 12-15-2010 924 .00 Invalid supplier number
D 1000000005 ASNIIE996 12-15-2010 '924.00 Invalid supplier number
D 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
D 9898-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
D 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
D 1801-Harsh Supplier for RTC test ASNBBR0E 12-02-2010 10,000.00 Invalid order number and supplier combination
[ 3020-Battery Supplier ASNI2TOE 12-02-2010 2,500.00 Invalid duplicate vendor document number
[0 121213 1233 12-01-2010 11,232.00 Invalid supplier number
12 [Nexdt]
Mass Correction | Delete | [ Cancel
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1. Click Mass Correction. The EDI Reject Mass Correction window opens.

Figure 2—-15 EDI Reject Mass Correction Window

“Wou are logged in as: RETAIL USER User

EDI Reject Mass Correction

Supplier | O\
Type
Old tem Q
New tem O\

Replace J LEIEE | Cancel ‘

2. In the Supplier field, enter the supplier ID, or click the LOV button and select a
supplier.

3. In the Type field, select the type of change you are making (item ID or an order
ID).

4. In the Old field, enter the ID of the order or item that is being replaced.

5. Inthe New field, enter the ID of the order or item you are replacing.

6. Click Replace to save your changes and close the window.

Delete Multiple Rejected EDI Invoices

Navigate: In the Document Entry tab, click EDI Maintenance. The EDI Maintenance

window opens.

Figure 2-16 EDI Maintenance Window

You are logged in as: RETAIL.USER User
EDI Maintenance
Delete Supplier Invoice Date Reject Reason
O Al - B Invoice Humber Al -__-_-‘T‘ Total Invoice Cost Al - it |
[ 1000000005 ASN100608 12-15-2010 700.00 Invalid supplier number
[] 9838-PS Supplier DASDASD 03-16-2010 50.00 Invalid order number and supplier combination
[] 9838-PS Supplier EDIGENN128650343642340000000000 03-04-2010 100.00 Invalid order number and location combination
D 9893-PS Supplier 84507 03-14-2010 0.00 Invalid order number and supplier combination
D 9898-PS Supplier 84607 03-16-2010 100.00 Invalid invoice date
D 9898-PS Supplier 84508 03-14-2010 50.00 Invalid order number and supplier combination
D 9898 ASNI0Z06 12-02-2010 2,500.00 Invalid supplier number
[ 1000000005 ASNIGS58E 12-15-2010 524.00 Invalid supplier number
[ 1000000005 ASNDGSE0E 12-15-2010 524.00 Invalid supplier number
[ doooooooos- ASN100608 12-15-2010 700.00 Invalid supplier number
[] 9838-PS Supplier 85308 03-16-2010 150.00 Invalid order number and supplier combination
[] 1000000005-Supplier - Import ASN103607 12-12-2010 400.00 Invalid invoice date
D 1801-Harsh Supplier for RTC test ASNBBE0G 12-02-2010 10,000.00 Invalid order number and supplier combination
D 3020-Battery Supplier ASNI2T06 12-02-2010 2,500.00 Invalid duplicate vendor decument number
D 121213 1233 12-01-2010 11,232.00 Invalid supplier number
12 [Nexd]
Mass Comection | Dekete | [ Cancel |

1. Click Mass Correction. The EDI Reject Mass Correction window opens.
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Split Invoices

Figure 2-17 EDI Reject Mass Correction Window

You sre logged in as: RETAIL.USER User

EDI Reject Mass Correction

Supplier | Q
Type
0id tem Q
New tem Q

Replace ‘ | Canoel]

2. In the Supplier field, enter the supplier ID, or click the LOV button and select a
supplier.

3. In the Type field, select Order.

Note: You can only delete orders.

4. In the Old Order field, enter the order ID, or click the LOV button and select the
order that is being deleted.

5. Click Delete. You are prompted to complete the deletion.
6. Click OK. You return to the EDI Maintenance window.

7. Click Cancel to return to the main menu.

The parent invoice windows allow you take an invoice with multiple locations and
simplify the invoice by splitting it into multiple invoices, each for a single location. An
invoice with multiple locations (a parent invoice) cannot begin any matching process
until it is split out into the single locations (child invoices). When you are splitting an
invoice with multiple locations, you must assign the total cost and total quantity to the
single locations before you can save your changes.

This section includes the following invoice splitting instructions:
= Split Invoices with Multiple Locations
»  Set Default Child Invoice Information from a Purchase Order

s Add Invoice Details to a Child Invoice

Split Invoices with Multiple Locations

Navigate: In the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.

2-14 Oracle® Retail Invoice Matching User Guide



Enter Document Groups

Figure 2-18 Parent Invoice List Window

You are lopged in as: RETAIL USER User
Parent Invoice List
spiit
_SUppEr . pyrchase Location Total nvoice Total I S Mwowe FErii SR IS ckeaton
Parent Invoice ID | ¥| order [a %]  curency  coat Quantity | Al ¥| pate All ¥

EDIGEN123530085303300000000001 102 12302 1521-Abuguerque  USD 550.00 50 Test Terms 02-14-2009 N
EDIGEN123535267633500000000000 102 12304 MO S SR ey 500.00 50 Test Terms 02142009 Y
EDIGEN123520297683500000000000 102 12304 ;gé‘“" CompSie eh S50.00 50 Test Terms 02-14-2009 Y
EDIGEN183526797691300000000001 102 12304 1521-Albuquerque  USD 500.00 50 Test Terms 02-14-2009 N
EDIGEN123971641373700000000000 3020 33125 1211-Boston uso 40.00 40 Net 30 Days 11-14-2009 N
EDIGEN123995559526600000000000 3020 35008 1211-Boston usD 100.00 100 Net 30 Days 12-01-2009 N
EDIGEN123990736142100000000000 3020 34906 1211-Boston uso 40.00 40 Net 30 Days 12-01-2009 N
EDIGEN123990735144100000000001 3020 24906 1521-Abuguerque  USD 60.00 60 Net 30 Days 12-01-2009 N
EDIGEN12423892553300000000000 100 43051 200-Lin Comp S 00 2,350.00 200 Test Terms 01-30-2010 N
EDIGEN123536831556200000000001 102 12301 1521-Albuguerque  USD 550.00 50 Test Terms 02142009 Y
EDIGEN123536207691300000000001 102 12304 1521 Albuguerque  USD 500.00 50 Test Terms 02-14-2009 Y
EDIGEN123526207691300000000001 102 12304 1521-Albuguerque  USD 500.00 50 Test Terme 02-14-2009 Y
EDIGEN123971641376400000000001 3020 33125 1521-Albuquerque  USD 60.00 60 Net 30 Days 11142008 N
EDIGEN123538831544200000000000 102 12301 ;33“" Loam e o 550.00 50 Test Terms 02-14-2009 N
EDIGEN123535085234000000000000 102 12302 200-Lin Comp SIOFE 55 500.00 50 Test Terms 02-14-2008 Y

12 Mext]

Cancel

In the Parent Invoice ID column, click an invoice number. The Parent Invoice Header
window opens.

Figure 2-19 Parent Invoice Header Window

“You are logged in as: RETAIL USER User
Parent Invoice Header

Parent Invoice ID: EDIGEN123890736142100000000000 Total Merchandise Cost:  40.00 Invoice Date: 12-01-2009
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 0.0 Invoice Terms: 04-Het 30 Days
Purchase Order: 34306 Total Invoice Cost:  40.00 Manually Paid: N
Location: 1211-Boston Total Quantity: 40

Default From Order: | (=} % Defaults
Location: Q Child Merchandise Cost: Child Quantity: Apply :

Delete
O Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity
No records found
Undistributed Cost: 40.00 Undistributed Quantity: 40

Note: To begin splitting an invoice, select an invoice that has an N in
the Split Indicator column.

Add Child Invoices

1. In the Location field, enter the location ID, or click the LOV button and select the
location.

2. In the Child Merchandise Cost field, enter the monetary amount that should be
allocated to the child invoice.

3. In the Child Quantity field, enter the number of items that should be allocated to
the child invoice.

4. Click Apply. The results are displayed in the table.

Edit Child Invoices

1. In the table, double-click a child invoice. The editable fields above the table are
enabled.
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2. Update the enabled fields as necessary.
3. Click Update.

Delete a Child Invoice
1. In the Delete column, select the child invoice you want to delete.
2. Click Delete. You are prompted to confirm the deletion.

3. Click OK.

Complete the Distribution

1. Completely distribute the cost and the quantity of the parent invoice.

Note: After you click OK, you cannot change the cost and quantity
distributions.

2. Click OK to save the changes and close the window.

Set Default Child Invoice Information from a Purchase Order

Navigate: In the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.

Figure 2-20 Parent Invoice List Window

You are lopged in as: RETAIL. USER User
Parent Invoice List
spiit
__Supplier  pyrchage e Total Invoice T _ lowoiceTerms 40,y  Indicator
Parent Invoice ID |4 5 Order Al g Currency Cost Quantity Hﬂ, = | Date Al v
EDIGEN123539085303300000000001 102 12302 1521-Abuguerque  USD 550.00 50 Test Terms 02-14-2009 N
EDIGEN123835267583500000000000 102 12304 Fapatises Sn 500.00 50 Test Terms 02-14-2009 ¥
EDIGEN123575297683500000000000 102 12304 ;33“" CompSiee e S50.00 50 Test Terms 02-14-2008 Y
000000001 102 12304 1521-Albuguerque  USD 500.00 50 Test Terms 02-14-2009 N
700000000000 3020 33125 1211-Boston usp 40.00 40 el 30 Days 11-14-2000 N
500000000000 3020 35008 1211-Boston usD 100.00 100 et 30 Days 12-01-2009 N
100000000000 3020 34908 1211-Boston usp 40.00 40 Net 30 Days 12-01-2009 N
100000000001 3020 34908 1521-Albuguerque  USD 60.00 60 Net 30 Days 12-01-2009 N
300000000000 100 43051 igg""" Comp.Slore yeq 2,350.00 200 Test Terms 01-30-2010 N
200000000001 102 12301 1521 Albuauerque  USD 550,00 50 Test Terms 02-14-2009 ¥
300000000001 102 12304 1521_Albuqueraue  USD 500.00 50 Test Terms 02142009 ¥
300000000001 102 12304 1521_Albuquerque  USD 500.00 50 Test Terms 02142009 ¥
000000001 3020 33125 1521_Albuouerque  USD 50.00 50 et 30 Days 11142009 N
EDIGEN1235 200000000000 102 12301 ;3?“" S e 550.00 50 Test Terms 02-14-2008 N
EDIGEN123535065294000000000000 102 12302 200 Comp Storesp 500.00 50 Test Terms 02-14-2009 Y
12 [hiext]
cancel

1. In the Parent Invoice ID column, click an invoice number. The Parent Invoice
Header window opens.

2-16 Oracle® Retail Invoice Matching User Guide



Enter Document Groups

Figure 2-21 Parent Invoice Header Window

You are logged in as: RETAIL.USER User

Parent Invoice Header

Parent Invoice ID: EDIGEN 123950735142100000000000 Total Merchandise Cost: 4000 Invoice Date: 12-01-200%
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 0,00 Invoice Terms: 04-Net 30 Days
Purchase Order: 34306 Total Invoice Cost:  40.00 Manually Paid: N
Location: 1211-Boston Total Quantity: 40
Default From Order: | a ¥ Defautts
Location: O\ Child Merchandise Cost: Child Quantity: Apply date
Delete
D Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity

No records found

Undistributed Cost: 40.00 Undistributed Quantity: 40

o] | s

Note: To begin splitting an invoice into single locations, select an
invoice that has a N in the Split Indicator column.

2. Inthe Default From Order field, enter the purchase order number, or click the LOV
button and select a purchase order.

Note: You can search for a purchase order by receipt and location
information.

3. Click Defaults. The location, merchandise cost, and quantity as assigned on the
purchase order are displayed in the table.

4. Add, edit, and delete child invoices as necessary.

5. Complete the distribution.

Add Invoice Details to a Child Invoice

Navigate: In the Document Entry tab, click Parent Invoice List. The Parent Invoice List
window opens.

Figure 2-22 Parent Invoice List Window

You are lopged in as: RETAIL USER User
Parent Invoice List
spiit
_SUppEr . pyrchase Location Total nvoice Total I S Mwowe FErii SR IS ckeaton
Parent Invoice ID | ¥| order [a %]  curency  coat Quantity | Al ¥| pate All ¥
EDIGEN123530085303300000000001 102 12302 1521-Abuguerque  USD 550.00 50 Test Terms 02-14-2009 N
EDIGEN123535267633500000000000 102 12304 gg”""" Coma Stre yep 500.00 50 Test Terms 02142009 Y
EDIGEN123520297683500000000000 102 12304 ;gé‘“" CompSie eh S50.00 50 Test Terms 02-14-2009 Y
EDIGEN183526797691300000000001 102 12304 1521-Albuquerque  USD 500.00 50 Test Terms 02-14-2009 N
EDIGEN123971641373700000000000 3020 33125 1211-Boston uso 40.00 40 Net 30 Days 11-14-2009 N
526800000000000 3020 35008 1211-Boston usD 100.00 100 Net 30 Days 12-01-2009 N
34906 1211-Boston uso 40.00 40 Net 30 Days 12-01-2009 N
EDIGEN123990735144100000000001 3020 24906 1521-Abuguerque  USD 60.00 60 Net 30 Days 12-01-2009 N
EDIGEN12423892553300000000000 100 43051 200-Lin Comp S 00 2,350.00 200 Test Terms 01-30-2010 N
EDIGEN123536831556200000000001 102 12301 1521-Albuguerque  USD 550.00 50 Test Terms 02142009 Y
EDIGEN123536207691300000000001 102 12304 1521 Albuguerque  USD 500.00 50 Test Terms 02-14-2009 Y
EDIGEN123526207691300000000001 102 12304 1521-Albuguerque  USD 500.00 50 Test Terme 02-14-2009 Y
EDIGEN123971641376400000000001 3020 33125 1521-Albuquerque  USD 60.00 60 Net 30 Days 11142008 N
EDIGEN123538831544200000000000 102 12301 ;33“" Loam e o 550.00 50 Test Terms 02-14-2009 N
EDIGEN123535085234000000000000 102 12302 200-Lin Comp SIOFE 55 500.00 50 Test Terms 02-14-2008 Y
12 Mext]
Cancel

Enter Documents 2-17



Enter Document Groups

1. In the Parent Invoice ID column, click an invoice number. The Parent Invoice
Header window opens.

Figure 2-23 Parent Invoice Header Window

“You are loggad in as: RETAIL USER User
Parent Invoice Header
Parent Invoice ID: EDIGEN123990736142100000000000 Total Merchandise Cost:  40.00 Invoice Date: 12-01-2009
Supplier: 3020-Battery Supplier Total Non-merchandise Cost: 0,00 Invoice Terms: 04-Net 30 Days
Purchase Order: 34306 Total invoice Cost: 4000 Manually Paid: N
Location: 1211-Boston Total Quantity: 40
Default From Order: | o, ¥ Defaults
Location: Q. Child Merchandise Cost: Child Quantity: Apply
Delete
D Child Invoice ID Document Type Order Location Total Merchandise Cost Total Invoice Quantity
No records found
Undistributed Cost: 4000 Undistributed Quantity: 40
0K Cancel

Note: To begin splitting an invoice into single locations, select an
invoice that has a N in the Split Indicator column.

2. Add all child invoices to the parent invoice header.

Note: You must completely distribute the total cost and total
quantity of a parent invoice before you add details to the child
invoice.

3. In the Child Invoice ID field, click the child invoice ID. The Child Invoice Detail
window opens.

4. In the Item field, enter the item ID, or click the LOV button and select an item ID.
5. In the Invoice Qty field, enter the number of units on the invoice.

6. In the Unit Cost field, enter the cost of one unit of the item.

7. In the Tax Code - Rate field, select the tax rate that is applied for this invoice

8. Click Add Item. The item is added to the invoice.

Edit an ltem

1. In the table, double-click an item. The editable fields above the table are enabled.
2. Update the enabled fields as necessary.
3. Click Update Item.

Delete an ltem

1. In the Delete column, select the item you are deleting.

Note: To delete all items on the Child Invoice Detail window, click
Select All.
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2. Click Delete Items. You are prompted to confirm the deletion.

3. C(lick OK. The item is deleted.

Complete the Invoice
1. Click OK to save the changes and close the Child Invoice Detail window.

2. (Click OK to save the changes and close the Parent Invoice Header window.
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Create Documents

Merchandise Invoices

There are three ways invoices are loaded into the system: EDI, group entry, and single
invoice entry. An invoice is the bill for goods or services received from a supplier or
partner. A merchandise invoice is a document that a supplier sends to a retailer for
merchandise items. A merchandise invoice can also contain additional
non-merchandise costs. Because a merchandise invoice must involve items, only
suppliers can send merchandise invoices.

In addition, deal bill backs will be available for automatic invoicing sent to the ReIM
from the merchandising system. Any non-merchandise invoices resulting from a deal
will be created in either Submitted or Approved status, depending on the system
setting selected in the merchandising system.

This section includes the following merchandise invoice instructions:
»  Create a Merchandise Invoice
= Add Details to a Merchandise Invoice

= Set Default Item Details from a Receipt or Purchase Order

Create a Merchandise Invoice

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-1 Document Search Window

You are logged in ss: RETAIL USER User

Document Search
peelve: 19
Document Type } v | Document ID (% for partial search)

Status | ALL (Except Posted) |

Vendor Type 1 Supplier v- Vendor 0\

Order Number O\ Location 4
AP Reviewer Q
In Cost Review \I‘ Cost Reviewer Group 0\
In Quantity Review \:‘ Quantity Reviewer Group 0\
Document Date Range ﬂ o ﬂ Due Date Range @ to ﬂ
Currency O\ Consignment E Deal ‘j
Document Cost Range o Quantity Range fo
Receipt O\ fiem 0\
Payment Terms Q Freight Payment Type | v
Details Exist }: Pre-paid Invoice |____V_|

: Refresh Cancel

Create the Merchandise Invoice Header
1. In the Action field, select New.

2. In the Document Type field, select Merchandise Invoice.

3. Click OK. The Invoice Maintenance Header window opens.

Figure 3-2 Invoice Maintenance Header Window

® R ACLE' ot e egged - Al F oo LA FREGON 05 URLjdbcorcke i nspek2 15 orce e 1521 D Souree maDi e st DATABASE (s Pt ekl 0.1 3 SOAO o AS e e e -l b
Invoice Maintenance Header
Documert Type: Merchandise Inveice “endor Type
Inveice: Group ID: 417 Wendar Q
Supplir Ste Q
Invaice Status: Order No: Q S
Invoice Dete: a Locatior: Q
Metch Date: Invcice Currency. Exchange Rate:
Invoice Tems: Q|
Orcer Tems: EDl nveice
Supler Tems: Pre-Paid
Manualy-Paid
Details Atiached
Consignment
Direct Store Delivery
Evaluetect Receipt Settement
Due Dete: 2
Freight Paymet Type: Total Merchancise Cost Ex Tax 00000
Tatal Mon-Merch Cost Ex Tax, 00000

Payment Hold Status: hlever Held

Total Cost Ex Tax.

Total Tax Cost: 0.0000
Total Cost Inc Tax:
Invaice Gty

Total Allowsances:
Reflo. 1
RefNo. 2 TERMS SOURCE
RefNo. 3 Terms Date:
RefNo. 4 Best Terms:

OK | Detals | Comments | Cancel

4. In the Invoice field, enter the number of the invoice.

5. In the Vendor field, enter the supplier ID, or click the LOV button and select a
supplier. The supplier site field is disabled.
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10.

11.

12.

13.
14.
15.

In the Supplier Site field, enter the supplier site ID, or click the LOV button and
select a supplier site. The vendor details are populated in the vendor field.

In the Order No. field, enter the purchase order number associated with the
invoice, or click the LOV button and select a purchase order.

Note: You can search for a purchase order by receipt, receipt date,
and location information.

In the Invoice Date field, enter the date the invoice was created, or click the
calendar button and select a date.

In the Location field, enter the location ID, or click the LOV button and select a
location.

Note: If the Order Number is related to the legal entity, the location
LOV will contain the importer ID of the corresponding order.

To calculate the payment due date, click the calculator button that is to the right of
the Due Date field.

In the Total Cost Ex Tax field, enter the total amount of the merchandise and
non-merchandise costs of the invoice before tax is applied.

In the Total Cost Inc Tax, enter the total amount of the merchandise and
non-merchandise costs of the invoice after tax is applied.

Click Calculate to calculate the total merchandise cost of the invoice.
In the Invoice Qty field, enter the number of items on the invoice.
Add the invoice Tax cost.

a. In the Total Tax Cost field, click the amount. The Tax Breakdown window
opens.

Figure 3-3 Tax Breakdown Window

‘2 Tax Breakdown - Microsoft Internet Explorer (=13
Tax Breakdown Document : ADSFADSF }

Ex Tax Basis Tax Code T:
0.0000 {23 7 0.0000

ax Rate Tax Amounts

0.0000 E 3 0.0000
0.0000 z o 0.0000
s

0.0000 10 0.0000

Total:

ok Calculate Tatal | [[Sancel |

b. Enter either of the following:

- In the Ex Tax Basis column, enter the amount on the invoice that is subject
to Tax. The Tax Amount is calculated.
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— In the Tax Amounts column, enter the tax amount. The Ex Tax Basis is
calculated.

c. Click Calculate Total. The amount of tax appears in the total field.
d. Click OK to close the window.
16. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise
Cost window opens.

Figure 3—-4 Non-Merchandise Cost Window

Non Merchandise Cost
Document 1D : 1

Amount ]

0.0000

wance (Perf o.ooen | =
0.0000
0.0000
0.0000;

0.0000

0.0000

Deliver 0.0000

Dizcount - Incentive o.ooeo;
™

GL Cross-reference for
Segmenti1 Segment2 Segmentd Segmentd Segments Segment8 Segment? Segmentd Segment® Segment 10

Type: Company  Location Account Department Class Affiliate Futured Future2 Future3d Futured4
Total: i
oK 1 Caiculate Total ‘ Cancell

b. Inthe Amount field, enter the appropriate non-merchandise charges.

c. In the Tax Code - Rate field, select the tax code and rate that is appropriate for
each non-merchandise charge.

d. Click Calculate Total. The sum of the non-merchandise costs appears in the
Total field.

e. Click OK to save your changes and close the window.
17. Add comments as necessary.

18. Enter additional information in the enabled fields as necessary.

Add Details to a Merchandise Invoice

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-5 Document Search Window

*fou are lopged in a5 RETAIL USER User

Document Search
cton TTHNNNN - |
Document Type i v ‘ Document ID (% for partial search)
Status iAi(Exoept Postet) v

Vendor Type } Supplier b Vendor O\

Order Number Q Location Q)
AP Reviewer 0,
In Cost Review E Cost Reviewer Group 0\
In Quantity Review E Quantity Reviewer Group 0\
Document Date Range ﬂ o ﬂ Due Date Range @ fo ﬂ
Currency 0\ Consignment E Deal E
Document Cost Range to Cuantty Range fo
Receipt 0\ ftem 0\
Payment Terma O\ Freight Payment Type | v
Details Exist l__7| Pre-paid Invoice |j

) Rt | Cancel

1. Create the merchandise invoice header.

2. Click Details. The Invoice Maintenance Detail window opens.

Figure 3—6 Invoice Maintenance Detail Window

You are logged in &s: RETAIL USER User
Invoice Maintenance Detail
nvoice: 124
ISupplier: 775-AUTO Reqular Supplier _775 Currency: USD
[Total Invoice Merch Cost: 500.00 Total Invoice Qty: 50
Select  Receipt Receiving Location Description Order No. Total Receipt Amount Receipt Qty Avail Total Qty Receipt Date
& 57302 5555535575 STORES 96306 500.00 50 o 12-13-2010
[ 57303 5555555575 STORES 96306 500.00 50 0 12-13-2010
melect all
iclear all
Items
& em T PN Q Invoice Oty Unit Cost Tax Code - Rate:
Delete Hem VPN Description Invoice Qty Supplier Unit Cost Inv. Unit Cost Tax Code TaxRate Tax Discrepancy Resolved Extended CostEx Tax
™| 100016815 AUTO Regular tem_100016815 50 10.00 10.00 s 0 1] 500.00
melect all
iclear al
Totals Total tems: 1 Total Invoice Quantity: 50 Total Extended Cost: 500.00
Invoice Quantity Variance: 0 Extended Cost Variance: 0.00
Cancel

3. (Click to select Item, enter the item ID or click on the LOV button and select an item
ID. You can also select VPN and enter the VPN number or click on the LOV button
and select the VPN number.

4. In the Invoice Qty field, enter the number of units on the invoice.

5. In the Unit Cost field, enter the cost of one unit of the item.
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6. Click Add Item. The item is added to the invoice.

Edit an ltem
1. In the table, double-click an item. The editable fields above the table are enabled.

2. Update the enabled fields as necessary.
3. Click Update Item. The table is updated with the new information.

Delete an Item
1. In the Delete column, select the item you are deleting.

Note: To delete all items on the Invoice Maintenance Detail window,
click select all.

2. Click Delete Items. You are prompted to confirm the deletion.

3. Click OK. The item is deleted.

Complete the Invoice
1. Click OK to save the changes and close the Invoice Maintenance Detail window.

2. Click OK to save the changes and close the Invoice Header Maintenance window.

Search by VPN Number

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

1. Create the merchandise invoice header.

2. Click Details. The Invoice Maintenance Detail window opens.

Figure 3—7 Invoice Maintenance Detail Window

You are logged in as: RETAIL.USER User
Invoice Maintenance Detail
nvoice: 124
\Supplier: 775-AUTO Regular Supplier _775 Currency: USD
[Total Invoice Merch Cost: 500.00 Total Invoice Qty: 50
Select Receipt Receiving Location Description ‘Order No. Total Receipt Amount Receipt Qty Avail Total Qty Receipt Date
i 57302 5555555575 STORES 96306 500.00 S0 0 12-13-2010
& 57303 5555555575 STORES 96306 500.00 50 0 12-13-2010
mekect all
clear all
Items
 kem | ven < Invoice Gty Unit Cost Tax Code - Rate
Delete Item VPN Description Invoice Qty Supplier Unit Cost Inv. Unit Cost Tax Code Tax Rate Tax Di pancy ost Ex Tax
™| 100016815 AUTO Reqular tem_100016815 50 10.00 10.00 5 o I# 500.00
select all
iclear all
Totals Total ltems: 1 Total Invoice Quantity: 50 Total Extended Cost: 500.00
Invoice Quantity Variance: o Extended Cost Variance: 0.00
Cancel
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Click to select VPN and enter the VPN number or click on the LOV button and
select the VPN number. The LOV window opens.

Select the required VPN and click on OK to close the LOV window.

Click OK to save the changes and close the Invoice Maintenance Detail window.

Set Default Iltem Details from a Receipt or Purchase Order

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 3-8 Document Search Window

1.
2.

*You are logged in as: RETAIL.USER User

Document Search

OV,
cton ECTNNNRNN

Document Type : A4 ‘ Document ID (% for partial zearch)

Status | ALL (Excent Posed) |

Vendor Type : Supplier V- Vendor 0\
QOrder Number 0\ Location O\
AP Reviewer Q)
In Cost Review |:‘ Cost Reviewer Group O\
In Quanttty Review |:‘ Quantity Reviewer Group O\
Document Date Range m o Due Date Range @ fo @
Currency 0\ Consignment E Deal ‘:E
Document Cost Range o Quantity Range to
Receipt Q tem Q
Payment Terms 0\ Freight Payment Type ‘ ¥
Details Exist }: Pre-paid Invoice: ‘___v_\

| [Gearch |  Refreeh ﬂ‘

Create the merchandise invoice header.

Click Details. The Invoice Maintenance Details window opens.
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Figure 3-9 Invoice Maintenance Detail Window

“You are logged in as: RETAIL USER User
Invoice Maintenance Detail
nvoice: 124
\Supplier: T75-AUTO Regular Supplier _775 Currency: USD
[Total Invoice Merch Cost: 500.00 Total Invoice Oty: 50
Select  Receipt Receiving Location Description Order Ho. Total Receipt Amount Receipt Qty Avail Total Oty Receipt Date
Ji 57302 5555555575 STORES 96306 500.00 50 0 12-13-2010
& 57303 ‘5555555575 STORES 96306 500.00 50 0 12-13-2010
eelect all
iclear all
Items
 tem | ven Q Invoice Gty Unit Cost Tax Code - Rate
Delete ltem VPN Description Invoice Qty Supplier Unit Cost Inv. Unit Cost Tax Code TaxRate Tax Di pancy ost Ex Tax
[~ 100018815 AUTO Regular tem_100016815 50 10.00 10.00 5 0 I 500.00
select all
iclear all
Totals Total ems: 1 Total Invoice Quantity: 50 Total Extended Cost: 500.00
Invoice Quantity Variance: 0 Extended Cost Variance: 0.00
Cancel

3. To default item details from a purchase order, click Default from Order. The item
details from the purchase order you assigned to the invoice are displayed in the
table.

»  To default item details from a receipt, click Default from Receipts. The
available item details from the receipts you assigned to the invoice are
displayed in the table.

4. Add, edit, and delete items as necessary.

5. Complete the invoice.

Non-Merchandise Invoices

A non-merchandise invoice is a document for non-merchandise costs only. It can be

created by a supplier or a partner. Non-merchandise invoices cannot contain a bill for
merchandise items.

Create a Non-Merchandise Invoice

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-10 Document Search Window

'fou are logged in as: RETAIL USER User

Document Search
PREMERRSEESEERE
acton RSN |
Document Type i v Document ID (% for partial search)
Situs | ALL (Except Posted) v

Vendor Type | Supplier R Vendor 0\

Order Number Q Location Q,
AP Reviewer Q

gt

In Cost Review i ¥ Cost Reviewer Group O\

In Quantty Review E Quantity Reviewer Group O\
Document Date Range @ 0 ﬂ Due Date Range ﬂ 0 ﬂ
Currency Q Consignment E’ Deal E
Document Cost Range fo Quantity Range ol
Receint Q tem Q
Payment Terms 0\ Freight Payment Type | ¥

DeisExel| v Pre-paid \rwuioe| v|

| ] ] o

1. In the Action field, select New.
2. In the Document Type field, select Non-Merchandise Invoice.

3. Click OK. The Invoice Maintenance Header window opens.

Figure 3—11 Invoice Maintenance Header Window

You are logged in as: RETAIL USER User

Invoice Maintenance Header
Document Type: Non-Merchandise Invoice Wendor Type| Supplier v

Invoice: Vendor Q,
Group ID: 18705

Invoice Status: Order No: O\ %
Invoice Date: @ Location: O\ L
Match Date: 08-11-2010 Inveoice Currency: Exchange Rate:
Invoice Terms: Q
Order Terms: EDI Invoice
Supplier Terms: Pre-Paid

Manualy-Paid

Details Attached

Consignment

Direct Store Delivery

Evaluated Receipt Settliement
Due Date: =]

Freight Payment Type: » Total Merchandise Cost Ex Tax : 0.0000

Total Non-Merch Cost Ex Tax: 0.0o00
Payment Hold Status: Never Held
Total Cost Ex Tax:

Total Tax Cost: 0.0000

Total Cost Inc Tax:

Invoice Oty

Total Allowances:

Ref MNo. 1:

Ref No. 2: TERMS SOURCE
Ref MNo. 3:) Terms Date:

Ref No. 4: Best Terms:

] 1 1 1

4. In the Invoice field, enter the number of the invoice.
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10.
11.

In the Vendor Type field, select the type of vendor from whom you are receiving
the invoice.

In the Vendor field, enter the vendor ID, or click the LOV button and select a
vendor.

In the Location field, enter the location ID, or click the LOV button and select a
location

In the Invoice Date field, enter the date the invoice was created, or click the
calendar button and select a date.

To calculate the payment due date, click the calculator button found to the right of
the Due Date field.

Enter additional information in the enabled fields as necessary.
Add the invoice tax cost.

a. In the Total Tax Cost field, click the amount. The Tax Breakdown window
opens.

Figure 3-12 Tax Breakdown Window

2 Tax Breakdown - Microsoft Internet Explorer |Z]@]@

Tax Breakdown Document : ADSFADSF
x Tax Basis Tax Code Ta

0.0000 c 7 0.0000

x Rate Tax Amounts

0.0000 E S 0.0000
0.0000 z o 0.0000
=

0.0000 10 0.0000

Total:

Ok Calculate Tatal | Cancel I

b. Enter either of the following:

- In the Ex Tax Basis column, enter the amount on the invoice that is subject
to Tax. The Tax Amount is calculated.

— In the Tax Amounts column, enter the tax amount. The Ex Tax Basis is
calculated.

c. Click Calculate Total. The tax amount appears in the total field.
d. Click OK to close the window.

12. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise
Cost window opens.
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Figure 3-13 Non-merchandise Cost Window

Non Merchandise Cost
Document ID : CREDIT NOTE DOCUMENT

Tax Code -

Hon Merch Amount Rate

test 0.00| v

Miscellaneous 0.00 : b

GL Cross-reference for

Total Non-merch amount:

oK Calcuate Total | [ cancel

b. Inthe Amount field, enter the appropriate non-merchandise charges.

c. In the Tax Code - Rate field, select the tax code and rate that is appropriate for
each non-merchandise charge.

d. Click Calculate Total. The sum of the non-merchandise costs appears in the
Total field.

e. Click OK to save your changes and close the window.
13. Add comments as necessary.

14. Click OK to save the changes and close the window.

Document Maintenance

In the document maintenance window, you can search for an invoice, edit a
merchandise invoice, pay an unmatched invoice, or view the details of all documents.

A credit note or a debit memo that is based on a return to vendor (RTV) can be sent
from the Merchandising System to Invoice Matching in approved status. If this is the
case, the RTV Chargeback indicator is selected, and the RTV number appears on the
Document Maintenance Header window.

This section includes the following document maintenance instructions:
s Search for a Document

= Maintain a Document Header

= Maintain Document Details

= Pay an Unmatched Invoice

s View a Document
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3-12

Search for a Document

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 3-14 Document Search Window

*You are logged in ss: RETAIL USER User

Document Search
[T ——
Actin ¥
Document Type \ v Document I (% for partial search)
Status | ALL (ExceptPosted) ¥

Vendor Type | Supplier v Vendor 0\

Order Number Q Location 0,
AP Reviewer 0\
In Cost Review E Cost Reviewer Group O\
In Quantity Review E CQuanttty Reviewer Group 0\
Document Date Range @ i) E Due Date Range @ to @
Currency Q Consignment EI Deal E
Document Cost Range o CQuantity Range tn
Receipt Q ftem Q
Payment Terme O\ Freight Payment Type | v
DeaisEist v Pegaid e v

| ] ] o

1. In the Action field, select either Edit or View.

Note: You can edit only merchandise invoices.

2. Enter additional criteria as needed to make the search more restrictive.

3. (Click Search. The Document Find window displays the documents that match the
search criteria.

Figure 3-15 Document Find Window

ORMLE‘ You are logged in as: RETAIL. USER User
Document Find m
o Status Doc Date Orcier Due Date Vendor Vendor Desc Location Location Description
Setect Doc Tepe Prefix Doc ID Al via e, A A ][ an [ an ] [an
[ Credt Note Request - Quantty CNQ  CHOAUTH#(12-39501 Approved  11-20-2010 27608 11-20-2010 8888888882 ETUS Supplier Cases 55 EIT US Store & dbbbbbbbbbbd
[ Credt Note Request - Quantty CNQ  CHOAUTH#6545.73501 Approved  08-07-2010 23702 08-07-2010 8838888882 EITUS Supplier Cases 60 EIT Test Store 2 Nick
[ Credt Note Request - Quantty CNQ  CHOAUTH#T12-54501 Approved  12-01-2010 27809 12-01-2010  630B86BGB8 ETUS Suppler Cases 55 EIT US Store &bbbbbbbbbbbbd

1

Pay Invoice I Delete Caneei1

4. In the Doc ID column, click a document number. Depending on the type of
document you select, the Invoice or Document Maintenance Header window
opens. The Merchandise invoice details are displayed.
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Figure 3-16 Document Maintenance Header

You are logged in as: RETAIL USER User

Invoice Maintenance Header

Document Type: Merchandise nvoice Vendor Type
Invoice: | Group ID: 20602 Vendor Q|
Invoice Status: Order No: Q %
Invoice Date: £ Location 1
Match Date: Invoice Currency: Exchange Rate:
Invoice Terms: Q.
Order Terms: EDIInvoice
Supplier Terms: Pre-Paid

Manually-Paid
Detais Attached
Consignment

Direct Store Defivery
Evaluated Receipt Seftiement

Due Date: B
Freight Payment Type:| v Total Merchandise Cost Ex Tax: 0.0
Total Hon-Herch Cost Ex Tax o
Payment Hold Status: Never Held
Total Cost Ex Tax
Total Tax Cost o
Total Cost Inc Tax
voics Qty:
Total Allowances
RefNo. 1
Ref No. Z TERMS SOURCE
RefNo. 3: Terms Date,
RefNo. 4 BestTerms

0K | Mawbl Comments ] Canne\l

5. Click OK to save.
»  Click Details to view the complete details of the selected invoice.

s Click Comments to add new comments to the invoice. You can also update the
existing comments.

»  Click Drill To Finance to view the financial transactions posted for the
document in the financial system.

Note: The Drill To Finance button is enabled only if the Drill
Forward functionality is supported by the Financial Application
system.

s Click Drill to Payables to view the financial transactions posted for the
document in the financial system.

Note: The Drill To Payables button is enabled only if the Drill
Forward functionality is supported by the Financial Application
system.

»  Click Cancel to close the window without saving any changes.
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Note: When the invoice is posted to accounts payable, the Drill to
Payables option is exercised.

In case of a pre-paid invoice, the Drill to Payables option is exercised
before the invoice is matched.

In case of a pre-paid invoice, the Drill to Finance option is exercised
after the invoice has been matched and posting done.

Maintain a Document Header

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 3—-17 Document Search Window

1.

*fou are logged in s RETAIL USER User

Document Search

Document Type : L4 | Document ID (% for partial search)

Status | ALL (BxceptPosted) ¥

Vendor Type I Supplier J Vendor '3\
Order Number 0\ Location 0\
AP Reviewar Q
In Cost Review |:_ Cost Reviewer Group 0\
In Quantity Review |: Quantity Reviewer Group O\
Document Date Range ﬂ o ﬂ Due Date Range @ fo ﬂ
Currency 0\ Consignment |___‘V-| Deal |:§:
Document Cost Range to Quantity Range fo
Receipt 0, em Q,
Payment Terms 0\ Freight Payment Type ‘ L
Details Exist :_ 1 Pre-paid Invoice \j_}

Refresh M

Search for and retrieve an invoice. Depending on the type of document you select,
the Invoice or Document Maintenance Header window opens.

Note: If the RTV Chargeback Ind is selected, you cannot make any
changes to the document. An RTV chargeback is created in the
merchandising system and sent to invoice matching as an approved
credit note request or debit memo.

s The Invoice or Document Maintenance Header window opens.
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Figure 3—18 Invoice Maintenance Header Window

“You are logged in as: RETAIL. USER User

Invoice Maintenance Header

Document Type: Mon-Merchandise Invoice Wendor Type| Supplier |
Invaice: T Wendor =3
Invoice Status: Order No: (=4 S
Invoice Date: £1 Location: C,

Match Date: 08-11-2010 Invoice Currency: Exchange Rate:

Inveice Terms: o

Order Terms: EDI Invoice

Supplier Terms: Pre-Paid
Manually-Paid
Details Attached
Consignment
Direct Store Delivery
Evaluated Receipt Settliement

Due Date =B

Freight Payment Type: | -

Total Merchandise Cost Ex Tax . 0.0000

Total Non-Merch Cost Ex Tax: 0.0000
Payment Hold Status: Never Held
Total Cost Ex Tax:

Total Tax Cost: 0.0000

Total Cost Inc Tax:

Invoice Qty:

Total Allowances:

RefNo. 1:

Ref No. 2: TERMS. SOURCE
Ref No. 3. Terms Date:

Ref No. 4: Best Terms:

1 ' ' 1

2. Edit the enabled fields as necessary.

Note: The Release Hold button is visible only if you want to edit the
document, which implies that the invoice is on hold and you will be
able to remove the hold. Otherwise the button will not be displayed at
all.

3. Click OK to save your changes and close the window.

Maintain Document Details

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 3-19 Document Search Window

“You are logged in as: RETAIL USER User

Document Search
R T

Action | IEEHNG—_—_— - |

Document Type | v Document ID (% for partial search)

Status | ALL (Except Posted) |

Vendor Type I Supplier ~| Vendor aQ,

[ Refresh Cancel

Order Number Q Location Q|
AP Reviewer Q
In Cost Review |:\ Cost Reviewer Group Q
n Quantiy Review | | Quantity Reviewer Group Q
Document Date Range £ 10 £ Due Date Range £ 1o £
Currency Q. Consignment | v Deal Lj
Document Cost Range to Quantity Range to
Receipt Q ftem Q.
Payment Terms Q Freight Payment Type | by
DetmisExist| v pre-paid ivoice | v/ |
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1. Search for and retrieve an invoice in Edit mode. Depending on the type of
document you select, the Invoice or Document Maintenance Header window
opens.

2. Click Details. Depending on the type of document you select, the Invoice or
Document Maintenance Detail window opens.

Figure 3-20 Document Maintenance Detail Window

AL

Uocument Maintenance Detail

¥iou ave logged i s RETAIL USER Lser

Dcument I DCOSET MEWD B Type: Debst Weers - Gty

urrency: USD Supplier: 111111119-Suspler S8 Suppler 15050R031

Itoms

Ernem v | a Amourd Per Unit Doe Prefix Document )
Reason Code il haanaty Ad bom

[Tax Code - Rate ot

Detete Hem ] Dexcnstion Eenson Code Decripaion Amt Per Unit Cuarity Tex Code. Taox Rt Extended CostEx Tax
] 100083500 12424350 kem B ever ek 390} 5 E 200 s

siect B

Total hems: 1 Totals 5 1500

ok | Deletesens | cancel

3. Add items to the document as necessary.
a. In the Item field, enter the item ID, or click the LOV button and select an item.
b. In the Invoice Quantity field, enter the number of units on the invoice.
c. Inthe Unit Cost field, enter the cost of one unit of the item.
d. Click Add Item. The item is added to the invoice.
e. Click OK to save your changes and close the window.
4. Delete items from the document as necessary.

a. In the Delete column, select the item you want to delete.

Note: To select all of the items, click the select all link in the Items
area.

b. Click Delete Items. You are prompted to confirm the deletion.
c. Click OK. The item is deleted.

5. Click OK to save your changes and close the window.
Pay an Unmatched Invoice

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-21 Document Search Window

“You are logged in as: RETAILUSER User

Document Search

Document Type ‘ v Document ID (% for partial search)
Status | ALL (ExceptPosted) v

Vendor Type | Supplier v Vendor O\

Qrder Number O\ Location O\
AP Reviewer 0
In Cost Review D Cost Reviewer Group O\
In Quantity Review D Quantity Reviewer Group Q
Document Date Range ﬂ 1o @ Due Date Range @ to @
Currency O\ Consignment E’ Deal E
Document Cost Range fo CQuantity Range o
Receipt Q tem Q
Payment Terms O\ Freight Payment Type ‘ b
Detais Exist E Pre-paid Invoice \:‘

| ] e

1. Search for a merchandise invoice in Edit mode. The Document Find window
opens.

Figure 3-22 Document Find Window

[}
OR ACLE 'fou are logged in &s: RETAIL USER User

Document Find 1l (AR
log Sats  Doclate . Duelate  Vendor  VendorDes: Location Location Description
Select Doc Type @M ‘AH ¥i|Al WN_O_ Al v‘ A i _‘v ’A\l_v‘ IAII—

[ Cred Note Request - Cumntty CNQ. CHOAUTHEMZ-0501 Amproved 14282010 605 1202010 006088068 ETUSSuplerCasss 55 EMUSShelibdbidbibbd)

[] Cret Mok Request-Quanliy ChQ. CHOAUTRAGSAS 0501 Approved OB07-2010 29702 03072010 GRAAORRese  EMUSSupplerCases 60 EMTestShoe2Nick
[] Credi Note Request - Cummtty CNQ. CHOAUTHTIZSAE0! Amproved 12012010 780912002010 S00600RE0  ETUSSuplerCasse 55 EMUSStelitdbidbibbid)

Pay Invoice ‘De;h'te‘l M

In the Select column, click the check box to the left of the invoice you want to pay.

1

Click Pay Invoice. You are prompted to confirm the payment.

Click OK. The invoice is sent to the financials system for payment.

a & 0N

Click Cancel to close the window.
View a Document

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 3-23 Document Search Window

“fou are logged in as: RET)
Document Search
Document Type Document D (% for partil search)
Vendor Type Vendor | O\
Order Number O\ Location | A
AP Reviewer O\
In Cost Review B Cost Reviewer Group O\
In Quantty Review B Quantity Reviewer Group Q
Document Date Range ﬂ o ﬂ Due Date Range ﬂ o @
Currency O\ Consignment EI Deal E
Document Cost Range fo Quantity Range o
Receipt Q tem | 0 |
Payment Terms O\ Freight Payment Type | v
Details Exist B Pre-paid Invoice
| (] |

1. Search for a document in View mode. The Document Find window opens.

Figure 3-24 Document Find Window

[]
ORACLE ¥ou are logged in &s: RETAIL USER User

Document Find m

Dot Status Doc Date Due Date Vendor Vendor Desc Location Location Description

Seect Dog T Prfi Do 0 W v v%m\ Vu  ¥u v/uv [u

[ Credi Nole Roguest- Quantly CHQ. CHOAUTHET12-30501 Approved 1282010 ZTEDB 11282000  SBBdgsedss  EMUSSupplerCeses 55 EMUSSwebibbeddbbbbdd
[] Credi Nots Roquest - Curntty CHQ. - CHOAUTHASSAS.J0501 Approved 08072010 25702 0672010 9006988088 ETUSSupplerCoses 60 T Test Store2 ik

[] CrethNote Request- Qonmity CNO - CHOAUTHSTI2EAS01 Approved 12002000 27802 12002000 606888036 EMUSSuplerCases 55 EMUSSwekbbbebbrbbbidy

Fay hvoce Deite_l _Canielj

s To view the detail of a document, click Details. The Document Maintenance
Detail window opens.

{
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Figure 3-25 Document Maintenance Detail Window
ORAC

Document Maintenance Detail
Document I0: DMQDEBM HEMO Document Type: Debit Memo - Quantity

urrency: USD Supplier: 9111111119-Supplier Site. Supplier 1999999991
Items

Qtn Qv | A Amount Per Unit Doc Prefix Document D | il |
Q

Reason Code \ Quanity Addem

Iax Code - Rate b

You are logged in as: RETAIL USER User

Delete Item VPN Description Reason Code Description Amt Per Unit Quantity Tax Code Tax Rate: Extended CostEx Tax

D 100088600 12424353 tem B over stock (3.00) ] E 0 (15.00)

electall
ckear al

Total ftems: 1 Totals 5 (15.00)

ﬂ et s ﬂ]

2.

» To view comments associated with the document, click Comments.

= If you are working with a debit memo or credit note request, click Create

Credit Note to create a credit note associated with the debit memo or credit
note request.

Click Cancel to close the window.
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Match Documents

Summary Match Credit Notes

The summary matching windows allow you to match credit notes and credit note
requests. By limiting the credit note request and credit note criteria on the Summary
Match Find window, you can view credit note requests and credit notes with
similarities.

View the In Balance Items Tab

Navigate: In the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.

Figure 4-1 Document Summary Match Find Window

EIJ acumant Summary Match Find

AP Revdewer Lo’
Suppiier

[l Supsbers i Grouss

Credit lote Credi Hote Request
Orier Mumber Q Ondhar Mumbar =1
Lisriam

Dostument I [% for partisl search) Dotument 0 (% for partial search]

bem Q Rem q
D Diate ﬂ 10 m Dot Date ﬂ e ﬁ
Document Date ﬂio ﬂ Docunent Date ﬂlo ﬁ
Deetads Exist i Detalls Exist -
Currency < Currency =
Daciment Cost 1o Document Cost o
Lot | mewesn | concel |

1. In the AP Reviewer field, enter the User ID, or click on the search button to select a
reviewer.

2. In the Supplier field, enter the Supplier ID, or click on the search button to select a
supplier.

3. Select the check box if you want to include the suppliers in the group.
4. Search for and retrieve credit notes and credit note requests for detail matching.

5. Click OK. The Document Summary Match List window opens.
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Figure 4-2 Document Summary Match List Window

6. Click Details. The Document Detail Match List window opens.

7. Click the In Balance Items tab.

8. Click OK to close the window.

Search for Credit Note Requests and Credit Notes to Match

Navigate: In the Credit Note Matching tab, click Summary Match. The Document
Summary Match Find window opens.

Figure 4-3 Document Summary Match Find Window

Documant Summary March Find

AP Rednwer
Sappiier

L=
O\
[l Supsbers i Grouss

least one search criterion.

ok | mewesh | concel |

Cred liste Crodn Hote Request
Crer Number Q Crdier Murtbar Q,
Locadion =1 Lineetamn =
Document [0 [% for partial search) Document I (% for parbal seanch]
e Q) Rem =4
[t Dt £ i Dus Date bl A
Dotumert Dase Ao A Docunent Date A A
Distals Exst - Dietas Eist -
Cunraney 2 Curency 2,
Document Cast 10 Dincument ot o

Enter criteria as desired to make the search more restrictive. You must enter at

Click OK. The Summary Match - Supplier List window displays the credit note

requests and credit notes for each supplier that match the search criteria.

You are logged in as: RETAIL USER User
Summary Match List
|supplier: 19999999%1-Supplier supplier
Invoices - Unmatched Receipts - Unmatched
Total : -
3 Order Supp Receipt Avail Avail Total Curr
Order Supp - Ivoice  Total Merch  Curr In Dets 1 L et
e i e Cur o Dets selectho. i | R Dat Total Gty Merch Cost  Ci
Selectlio.  Name % | ivoice  Date O cost Code Rev Ext L e | Receptbale  Total Gty Merch Cost =
s ! N records found
[] evoos SUPPIET g 12345 11-03-2011 1 20000 USD
supplier
h IEST
[] sooos >UPPET s INVOICEM  03-042010 100 100000 USD
supplier G
Selected Totals: Total Gty: Tot Cost/Ex Tax: Total Qty: Tot Cost/Ex Tax:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date Cost Variance Quantity Variance Currency Manual Group EarliestDue Cost Quantity
No records found selectHlumber Date Variance  Variance Currency
No records found
Combine | Cancel

Figure 4-4 Summary Match Supplier List Window

You are logged in as: RETAIL.USER User

Summary Match - Supplier List

Supplier Hame Supplier No. of Invoices

No. of Receipts
No records found

Cancel

3. In the Supplier Name field, click a supplier name. The Document Summary Match

List window opens.
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Figure 4-5 Document Summary Match List Window

‘fou are logged in as: RETAILUSER User
Summary Match List
Supplier: 1899929981-Supplier suppler
Invoices - Unmatched Receipts - Unmatched
Total Location :
Location ; o Order Supp == Receipt Avail  AvailTotdl Curr
Onter wpp 2t e Towl Mewh Cut b s ny
w4l Selectlio. N | A ¥| ReceipiDate  Total Gty Merch Cost Cod
Gl bne MY mmie b Oy G Cude b Iheetl” Mioahs S RRRRRinIE
g No recards found
I T R 1 T O [ 1
suplir
Mo % o ooy mann W {mom 10
suplir e
Selected Totals: Total Qty: Tot CostEx Tax: Total Qty: Tot CostiEx Tax
CakcuatzTotale | Growp
Groups - Auto Groups - Manual
Select Order llo. Location Earfiest Due Date CostVariance Quantity Variance  Currency Manual Group  Earliest Due  Cost Quantity
No records found Selectlumber Date Variance ~ Variance Currency
No records found
Combine | Canoe\‘

4. Click Cancel to close the window without saving any changes.

Summary Match Invoices

In the summary matching windows, you can match invoices and receipts that have not
been matched previously through the auto-match process. By limiting the invoice and
receipt criteria on the Summary Match Find window, you can view similar invoices
and receipts.

After you find the invoices and receipts you want to match, you can match
auto-groups or manual groups. Auto-groups are created when you when you enter the
Summary Match window. An auto-group is created by ReIM and consists of potential
matches between receipts and invoices. If you modify an auto-group in any way;, it
becomes a manual group.

Manual groups are created when you select an invoice and a receipt in the unmatched
area. Your selection is held in the Group - Manual area until you verify that the
variances fall within tolerance.

This section includes the following summary invoice matching instructions:
= Summary Match Invoices and Receipts
s Create Groups

s Search for Invoices and Receipts to Match
Summary Match Invoices and Receipts

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.

Match Documents 4-3



Summary Match Credit Notes

Figure 4-6 Invoice Summary Match Find Window

“fou are logged in as: RETAIL USER User

Invoice Summary Match Find

AP Reviewer \ 0\
Supplier Q

Include Suppliers In Group

Invoice Receipt
QOrder Numbsr 0\ Order Number O\
Locstion O\ Locstion O\
Status. ‘ b ‘
Q
Document ID (% for partial search) Gt L
(i o tem Q

Al

Due Date. @ to ﬂ

Document Date: @ to @

Dot | v

Currency Q Currency 0,

Receipt Date: @ to @

Document Cost to Receipt Cost to

[ it to ivoice driven search Hide groups with receipt overages

Refresh ﬂ]

1. Inthe AP Reviewer field, enter the User ID, or click on the search button to select a
reviewer.

2. In the Supplier field, enter the Supplier ID, or click on the search button to select a
supplier.

3. In the Supplier Site field, enter the supplier site ID, or click on the search button to
select a supplier site.

4. Select the check box if you want to include the suppliers in the group.
5. Search for and retrieve a supplier whose invoices you want to match. The

Summary Match List window opens.

Figure 4-7 Summary Match List Window

*fou sre logged in as: RETAIL USER User

Summary Match List
Supplier: 13999999%1-Supplier supplisr
Invoices - Unmatched Receipts - Unmatched
Total Location
Location 5 T Order Supp —— Receipt Avail  Avail Tofal Curr
Lolbtn | NS el Wl g W 0 Selectlo, Name |A! Y. ReceiptDste  ToalGfty MerchCost Cod
Selectio. feme |M ¥ imose  Dete  av Cost  Code Rev bt llo.  Name |~ ReceiptDate  Total Oty Merch Cost Code
Swder e Ho records found
O 60006 “PF 55 gz gzamt 1 20000 USD
3upplier
Supplier e
[ so08 WL o INVOICEIN  08-04-2010 100 1,00000 USD
supplier
048
Selected Tofals: Total Qty: Tot CostlEx Tax: Total Qty: Tot CostiEx Tax:
Calculate Totals Group
Groups - Auto Groups - Manual
Select Order No. Location Earfiest Due Date CostVariance Quanfity Variance Currency Manual Group EarfiestDue  Cost uanti
Horecords found Selectliumber Date Variance  Variance Currency
Ho records found

6. To begin matching, in the Groups area:
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s In the Groups - Auto area, click the Order No. The Summary Match - Auto

Match area appears.

s In the Groups - Manual area, click the Manual Group Number. The Summary
Match - Manual Match area appears.

7. Groups must fall within tolerance before you can match them. You can try to

eliminate the tolerance by:

= Adding invoices or receipts to the matching area. In the unmatched area, select
the check box to the left of the invoice or the receipt you want to add. Click the

down arrow button.

= Removing invoices or receipts from the matching area. In the Summary Match
area, select the check box to the left of the invoice or the receipt you want to
remove. Click the up arrow button.

8. Click Online Match. If a match is created, the Summary Match List window
displays the auto-groups and manual groups.

Figure 4-8 Summary Match List Window

Summary Match List
Supplier: 1999999991-Supplier supplier

Invoices - Unmatched

Yfou are logged in as: RETAIL.USER User

Ho records found

Select Order Ho, Location EarliestDue Date CostVariance Quantity Variance Currency

Receipts -
Total Location
Location 5 T Order Supp —— Receipt Avail  Avail Tofal  Curr
Order Supp  ——- Invoice  Total Merch  Curr In Dets | Al v -

selectlo, fame |Al¥| woe  Dsie Ot Cost  Code Rev bt R e
O omos %% &5 ps  qmonmt 1 0m UsD

supplier

Supp 1E;
O oooos 2™ &5 hvocEm 03042010 100 100000 USD

supplier 48

Selected Totals: Total Qty: Tot Cost/Ex Tax: Total Qfy: Tot Cost/Ex Tax:
Calculate Totals. Group
Groups - Auto (Groups - Manual

Manual Group

canti | cancel |

Earliest Due  Cost
Date

Quantity
Variance  Variance
Ho records found

Currency

Note:

If you fail to create a summary match, you can begin detail

matching. Click Details to open the Detail Matching window.

9. When you are finished making summary matches, click Cancel to close the
windows and return to the main menu.

Create Groups

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary

Match Find window opens.
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Figure 4-9 Invoice Summary Match Find Window

“You are Iogged in st RETAIL USER User

Invoice Summary Match Find

AP Reviewer | Q
Supplier O\
Include Suppliers In Group

Invoice Receipt
Order Number 0\ Order Number 0\
Location 0\ Location 0\
Stalus ‘ v ‘
0
Document ID (% for partial search) Receipt ky
0
ltem Q liem 4

Due Date ﬂ to ﬁﬂ
Document Date ﬂ to ﬂ

Detals st | 9]

Receipt Date @ o ﬂ

Currency O\ Currency 0\
Document Cost to Receipt Cost o

D Limit to invoice driven search Hide groups with receipt overages

Retesh | cansl

1. Search for and retrieve a supplier whose invoices you want to match. The
Summary Match - Supplier List window opens.

Figure 4-10 Summary Match Supplier List Window

You are logged in as: RETAIL USER User

S ry Match - Supplier List
Supplier Hame Supplier Ho. of Invoices No. of Receipts

No records found

Cancel

2. To create a manual group:

a. In the Invoices - Unmatched area, select the check box to the left of the invoice
you want to match.

b. In the Receipts - Unmatched area, select the check box to the left of the receipt
you want to match.

c. Click Group. The match appears in the Manual Match - Group area.
3. To combine multiple groups:

a. Select the check boxes to the left of groups you want to combine.

Note: You can combine auto-groups with auto-groups, auto-groups
with manual groups, or manual groups with manual groups.

b. Click Combine. Your new group appears in the Manual Match - Group area.

4. Click OK to continue creating manual groups.
Search for Invoices and Receipts to Match

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.

4-6 Oracle® Retail Invoice Matching User Guide



Summary Match Credit Notes

Figure 4-11 Invoice Summary Match Find Window

“You ere logged in as: RETAIL USER User

Invoice Summary Match Find

AP Reviewer | Q
Supplier Q

Include Suppliers in Group

Invoice Receipt
Order Number O\ Order Number 0\
Location O\ Location 0\
Status ‘ ¥ ‘
0
Document ID (% for partial search) Hezen ks
tem Q tem Q

Al

Due Date ﬂ to ﬂ

Receipt Date: @ o @
Document Date Papn P .

DeaisEst | v
Currency O\ Currency 0\
Document Cost 1o Receipt Cost o
D Limit to invoice driven search Hide groups with receipt overages

(] oo | s

1. Enter criteria to make the search more restrictive. You must enter at least one
search criterion.

2. Click OK. The Summary Match - Supplier List window displays the invoices and
receipts for each supplier that match the search criteria.

Figure 4-12 Summary Match Supplier List Window

You are logged in as: RETAIL USER User

Summary Match - Supplier List

Supplier Name Supplier Ho. of Invoices HNo. of Receipts
No records found
Cancel

3. In the Supplier Name field, click a supplier name. The Summary Match List
window opens.
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Figure 4-13 Summary Match List Window

You are logged in as: RETAIL.USER User

Summary Match List
‘Supplier: 1999999991-Supplier supplier
Invoices - Unmatched Receipts - Unmatched

e o Sipp 0

]

Receipt Avail  Avail Total

Location : Lurr
Order supp =0 Ioice Tl Mewh Cur o Dets 0]
[ | Selectlio. M | | R Date Total Gty Merch Cost  Cod
oectio, lame A1) ke e Oy Cost  Code Revt lo.  Name |A ¥ ReceiptDate TotalQty MerchCost Code
P i No records found
[ oo ¥ w5 pas ot 1 0 USD
suppler
Suppi 1
O eoos ¥ 65 pvorem eeeam0 im o 100000 USD
supplier e
Selected Tofals: Total Qty: Tot CostiEx Tax: Total Qty: Tot CostlEx Tax:
Calculate Totak Group
Groups - Auto Groups - Manual
Select Order Ho. Location Earliest Due Date CostVariance Quantify Variance Currency Manual Group  EarfiestDue  Cost Quantity
Nlo records found Selectumber Date Variance  Variance Currency
o records found

a. If the records for that supplier are in use, the View Locks button appears.

b. Click View Locks. The View Locks window opens.

Note: To switch between the locked invoices and locked receipts
views, click the tabs.

c. Click Cancel to close the window.

4. Click Cancel to close the window without saving any changes.

Detail Match Invoices

Detail matching provides the last level of matching possible. The Detail Matching
window contains two tabs to help you match invoices and receipts at the line item
level.

s In Discrepancy Items tab: Use this tab to match line items on invoices and receipts.
Discrepancies can be sent for cost resolution or quantity resolution, or you can
split a receipt quantity.

= In Balance Items tab: Use this tab to view line items on an invoice and receipts that
match within tolerance.

This section includes the following detail invoice matching instructions:
= View the In Balance Items Tab
s Group Invoices and Receipts for Detail Matching

= Split a Receipt
View the In Balance Items Tab

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.
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Figure 4-14 Invoice Summary Match Find Window

“You are Iogged in as' RETAIL USER User

Invoice Summary Match Find

AP Reviewer \ 0\
Supplier O\
Include: Suppliers In Group

Invoice Receipt
Order Number O\ Order Number 0\
Location O\ Location 0\
Status ‘ v ‘
Q
Document ID (% for partial search) feen L
tem Q fem Q)

J

Due Date ﬂ o ﬂ'

Document Date ﬂ fo ﬂ
DetskeExst | ¥

Currency O\ Currency 0\

Receipt Date ﬂ 1] @

Document Cost to Receipt Cost to

D Limt to invoice driven search Hide groups with receipt overages

Refrsh | Cance |

1. Search for and retrieve invoices and receipts for detail matching.

2. Click on the In Balance Items tab.

3. Click OK to close the window.

Group Invoices and Receipts for Detail Matching

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary

Match Find window opens.

Figure 4-15 Invoice Summary Match Find Window

“fou are logged in as RETAIL USER User

Invoice Summary Match Find

AP Reviewer | Q)
Supplier O\
Include Suppliers In Group

Invoice: Receipt
Order Number D\ Order Number Q
Location Q Location Q
Status ‘ v ‘
(0]
Document D (% for partial search) Receint A
tem Q tem Q

\

Due Date @ to ﬂ
Document Date ﬂ to m
DefalBxst | ¥

Currency Q Currency o

Receipt Date ﬂ fo ﬂ

Document Cost to Receipt Cost to

D Limt to invoice driven search Hide groups with receipt overages

Refrsh | Cance |
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1. Search for and retrieve invoices and receipts for detail matching. The Summary

Match List window opens.

Figure 4-16 Summary Match List Window

You ere logged in as RETAILUSER User
Summary Match List
‘Supplier: 19899599%1-Supplier supplier
Invoices - Receipts -
Order Supp  LEOD voice  Total %‘m Cur I Dets s g M oot i el o
T el et e e G oo i Selectlio. Il MY R Datt Total Gty Merch Cost Code
Soectio, Mame AN ¥ o e Oy Cof  Code e ho.  Neme |~ Y/ ReceiptDate  Total Gty Merch Cost Code
i T lio records found
Ooome ™ 55 o woman 1 mn U8
supplier
Supplier ks
[ 6000 PET cg IWVOICEN  08-04-2010 100 1,00000 USD
supplier
048
Selected Tofals: Total Qty: Tot CostiEx Tax: Total Qty: Tot CostlEx Tax:
Calculate Tofale Group
Groups - Auto Groups - Manual
Select Order No. Location Earliest Due Date CostVariance (Quantity Variance  Currency Manual Group Earliest Due  Cost uantit
Ho records found Selectliumber Date Variance  Variance Currency
Ho records found
Combing | Cancel

2. Group invoices and receipts as necessary.

3. In the selected totals area:

= In the Groups - Auto area, click the Order No. The Summary Match - Auto
Match area opens.

s In the Groups - Manual area, click the Manual Group Number. The Summary
Match - Manual Match area opens.

4. Click Details. The Detail Matching window opens.
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Figure 4-17 Detail Matching Window

“ou are logged in as: RETAIL USER User
Detail Matchin:
In Discrepancy ltems In Balance Items
ltem Unit Cost Quantity
Select ltem item D VPNIn RevMatch Receipt CostOrder C CostVari: Wiin Tolerance Receipt Qtylnvoice Oty Wiin Tolerance
AUTO Regular
[} 10%15&15&!“_100016315 Q [ | 10,00 10,00 10.00 o.00 Yes | 33 55 (22) No
2
Detail Item Grouping
Invoice Receipt
Invoice Unit Order Invoice Extended Select item VPN Receipt Receipt Date Unit Cost Receipt Qty Extended Cost Deals
SelectitemVPHInvoice  Date Cost Cost Oty Cost Match Deals No records found
Ho records found
Totals: Total Qty: Tot CostiEx Tax: Total Qty: Tot Cost/lEx Tax:
Quantity Variance Qty Variance % Within Qty Tolerance
Cost Variance Cost Variance % Within Cost Tolerance
oK | ; | | EE ; cancel

5. To match items on invoices to items on receipts:

a. On the In Discrepancy Items tab, select the check box to the left of the item you
want to match.

b. Click the down arrow button. The document is added to the Detail Item
Grouping area.

6. Remove line items as necessary:

a. In the Detail Item Grouping area select the check box to the line item you want
to remove.

b. Click the up arrow button. The line item is removed from the Detail Item
Grouping area.

7. If the invoice and receipt match within tolerance:

»  Click Cost Resolution to resolve cost discrepancies. The Cost Selection
window opens.

»  Click Qty Resolution to resolve quantity discrepancies. The Quantity
Selection window opens.

8. Click Detail Match. The items are posted for payment.

9. After you have matched all the items on an invoice, click OK to post the invoice
for payment.

Split a Receipt

Navigate: In the Invoice Matching tab, click Summary Match. The Invoice Summary
Match Find window opens.
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Figure 4-18 Invoice Summary Match Find Window

“fou are logged in as: RETAIL USER User

Invoice Summary Match Find

AP Reviewer | Q
Supplier O\
Include Supplirs In Group

Invoice Receipt
Order Number O\ Order Number O\
Location O\ Location 0\
Status | v ‘
0
Document ID (% for partial search) Receipt L

0
tem Q tem )
DueDate m to m

Receipt Date @ o ﬂ
Document Date o &

bbbt | v
Currency Q Currency Q
Document Cost to Receipt Cost o
D Limit to invoice driven search Hide groups with receipt overages

Refresh ﬂ}

1. Search for and retrieve invoices and receipts for detail matching.
2. Group invoices and receipts as necessary.

3. In the Detail Item Grouping area, select the check box to the left of the receipt you
want to split.

4. Click Split Receipt. The Split Receipt window opens.

Figure 4-19 Split Receipt Window

LR AC L s . - oy s

Spiit Recoipt
Mg 100112813 - DO new dem lewing
Receipt
Guantity Available

Txcans Guantity

o | carcn |

5. In the Excess Quantity field, enter the amount you want to remove from the
receipt.

6. Click OK. The Detail Matching window opens.

Note: The quantity you removed from the receipt appears on the In
Discrepancy Item tab on the Detail Matching window.
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Resolve Discrepancies

Cost Discrepancies

A cost discrepancy is the difference between the cost on a receipt and the cost on a
merchandise invoice. When there is a cost discrepancy in the system, in either the
retailer's or supplier's favor, a reviewer must do a cost review.

When a cost discrepancy is identified, you must review and reconcile the discrepancy.
Discrepancies are routed to reviewer groups. The cost discrepancy is based on a
comparison between the invoice and the receipt. If a receipt is not available, the
invoice is compared to the purchase order. Depending on your user permissions, you
may or may not be able to access this window or all discrepancies.

Cost discrepancies are created during the auto-match process when the invoice cost
does not match the purchase order cost. Cost discrepancies are also created when a
debit memo is disputed.

Resolve Cost Discrepancies
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Navigate: In the Invoice Matching tab, click Cost Review List. The Cost Review List
window opens.

Figure 5-1 Cost Review List Window
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1. In the No. of Line Exceptions column, click the line exception. The Cost Review
Detail window opens.
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Figure 5-2 Cost Review Detail Window

“You are logged in ss; RETAIL.USER User
(Cost Review Detail
Merchandise Invoice INV3405 Supplier 100-12.0.4 Retrofit Test Supplier Location 200-Lin Comp Store 200
|Department 1010-Lin Cost Reg Dept Class 1010-Lin Cost Reg Class VAT inclusive Currency USD
Order 5405 Resolve By Date 02-15-2009
Unit Cost
Orig. Current Unit Cost Variance
Order Order Document Variance Percent
Discrepancy Comments Item Description Cost Cost Cost FavilUnFav) FavilUnFav) Order Cost Source Order UPC VPN
No 100039113 Rg ftem 12.00

2. In the Item column, click the item number of the line you want to resolve. The
Cost Selection window opens.

Figure 5-3 Cost Selection Window

You are logged in as: RETAIL. USER User

{Cost Selection
Merchandise Invoice INV8405 Hem 100038113-Rg tem Location 200-Lin Comp Store 200
iOrder 2405 Supplier 100-12.0.4 Retrofit Test Supplier Currency USD
[Correct Unit Cost
® order
© invoice 1200

Back

3. In the Correct Unit Cost area, select the correct cost of the item: order or invoice. If
you select Other, enter the amount in the field to the right.

4. Click Next. The Cost Variance Resolution window opens.

Figure 5-4 Cost Variance Resolution Window

“You are logged in as: RETAIL USER User
(Cost Variance Resolution

|Merchandise Invoice INV8405 Item 100039113-Rg item Location 200-Lin Comp Store 200
jOrder 8405 Currency USD
Cost Variance (12.00) Outstanding Variance (12.00)
(Apply
Enter Reason Q. Amount
Action Re-route to Group Q|

Comments Hint

Apply J
Resolutions

Delete Reason Code Reason Code Description Action Amount Comments
No records found

Back| OK | Dekte | Appyal | Cancel

5. In the Apply area:

a. In the Enter Reason ID field, enter the reason ID, or click the LOV button to
select a reason.

Note: You cannot apply a reason code of Debit Memo Cost or Credit
Memo Cost to a child invoice that results from a split invoice. The
invoice must be routed to Accounts Payable for resolution.

b. Inthe Amount field, enter the monetary amount of the discrepancy.
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¢. Add comments as necessary.

d. If necessary, in the Re-route to Group field, enter the ID of the review group to
which you want to send this, or click the LOV button to select a group.

e. Click Apply. The information is added to the Resolution area.
6. To delete a resolution you have added:

a. On the list of cost discrepancy resolutions, select the check box next to the
resolution you want to delete.

b. Click Delete.
c. You are prompted to confirm the deletion. Click OK.

7. Click OK to save your changes and close the window.

Quantity Discrepancies

When a quantity discrepancy is identified, you must review and reconcile the
discrepancy. Discrepancies are routed to reviewer groups. The quantity discrepancy is
based on a comparison between the invoice and the receipt. If a receipt is not available,
the invoice is compared to the purchase order. Depending on your user permissions,
you may or may not be able to access this window or all discrepancies.

Quantity discrepancies are created during the auto-match process when the invoice
quantity does not match the purchase order quantity. Quantity discrepancies are also
created when a debit memo is disputed.

Resolve Quantity Discrepancies
Navigate: In the Invoice Matching tab, click Quantity Review List. The Quantity

Review List window opens.

Figure 5-5 Quantity Review List Window

ORACLE
Quantity Review List
Freight
Resolve By ) Payment — AP
Past Due - il S Wi i Wy O (S e s B O EA i T il Quantity Invoice Document Reviewer REUEWEL
Indicator | Al [ an gl A4 vjlan  i~fjar %] pocument Difference Date | Amount Group A1 ¥
12-02-2010 3020 Battery Sup Merchandise Invoice 9999999999 94208 ASNG2T06 (500) 12-02-2010  2,500.00 8 DEMO1
12-15-2010 3020 Battery Sup Merchandise Invoice 3456 95408 95406 (5] 12-13-2010 615.00 8 DEMO1
12-13-2010 95898 PS Supplier Merchandise Invoice 3456 96508 96506 (10} 12-13-2010 100.00 & DEMO1
12-13-2010 9898 PS Supplier Merchandise Invoice 3456 96606 96606 (10} 12-13-2010 100.00 é DEMO1
12-22-2010 9398 PS Supplier Merchandise Invoice 3456 97714 97714 (10} 12-13-2010 50.00 & DEMO1
12-23-2010 5898 PS Supplier Merchandise Invoice 4567 98813 98813 (51 12-21-2010 25.00 & DEMO1
12-23-2010 9898 PS Supplier Merchandise Invoice 3456 98813 988132 (51 12-21-2010 25.00 8 DEMO1
12-21-2010 9898 PS Supplier Merchandise Invoice 3456 98909 98908 (10} 12-21-2010 100.00 3 DEMO1
12-15-2010 9898 PS Supplier Merchandise Invoice 34568 99909 9990¢ (10} 12-15-2010 100.00 8 DEMO1
06-05-2009 s AUTO Regu Merchandise Invoice 5555555575 100911 JH_INVZ_100911 (22} 12-15-2010 550.00 8 DEMOZ
[Previous] 123456
Cancel

1. In the Quantity Difference column, click the amount. The Quantity Review Detail
window opens.
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Figure 5-6 Quantity Review Detail Window

You are logged in as: RETAIL USER Liser

{Quantity Review Detail
Merchandise Invoice INVB303 Supplier 100-12 0.4 Retrofit Test Supplier

Location 200-Lin Comp Store 200 Resolve By Date 02-14-2009
Order 8303 Order Comments Receipt(s)
aty
oty Variance
Current Variance Percent
Discrepancy Comments item i Order Oty Receint Gty aty Eavi(UnFav) Eavi{UnFav) Order UPC VEH
No 100039113 Rg item 0 0 1,000 (1,000) 100 100039113

1

|

2. In the Item column, click the item number of the line you want to resolve. The
Quantity Selection window opens.

Figure 5-7 Quantity Selection Window

Duantity Selection

Ievoice VB

Mem 100238113-Rg dem

Carrect Guantity

& Recet L
0 woice 1,000

Mo records fourd

ok || et

3. In the Correct Quantity area, select the quantity of the item. If you select Other,
enter the quantity in the field to the right.

4. Click Next. The Quantity Variance Resolution window opens.

Figure 5-8 Quantity Variance resolution Window

You ars lopged in as: RETAIL USER User

(Quantity Variance Resolution
Merchandise Invoice INV8303

Item 100039113-Rg tem Location 200-Lin Comp Store 200

Order 8303 Receipt(s)
lQuantity Variance (1,000} Qutstanding Variance (1,000}
IApply

Enter Reason Q, Quantity

Action Re-route to Group Q.
iComments Hint Receipt
Apply
Resolutions
Delete Reason Code Reason Code Description Action uanti Comments

Ho records found

Back| Ok | Deete| cancel|
5. In the Apply area:

a. In the Enter Reason field, enter the reason ID, or click the LOV button to select
a reason.

Note: You cannot apply a reason code of Debit Memo Quantity or
Credit Memo Quantity to a child invoice that results from a split
invoice. The invoice must be routed to Transportation for resolution.
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b. Inthe Quantity field, enter the number of units in dispute.
¢. Add comments as necessary.

d. If necessary, in the Re-route to Group field, enter the ID of the group to which
you want to send this, or click the LOV button to select a group.

e. In the Receipt field, identify the receipt associated with the discrepancy.
f. Click Apply. The information is added to the Resolution area.
6. To delete a resolution you have added:

a. On the list of quantity discrepancy resolutions, select the check box next to the
resolution you want the delete.

b. Click Delete.
¢. You are prompted to confirm the deletion. Click OK.

7. Click OK to save your changes and close the window.

Tax Discrepancies

A tax discrepancy occurs when the tax stored in RMS for an item is different than the
tax on a merchandise invoice. When there is a tax discrepancy in either the retailer's or
supplier's favor, a reviewer must do a tax review. Tax discrepancies can also exist for
header-only invoices.

When a tax discrepancy is identified, you must review and reconcile the discrepancy.
Discrepancies are routed to reviewer groups. The tax discrepancy is based on a
comparison between the tax on the invoice and the tax stored in RMS on the item.
Depending on your user permissions, you may or may not be able to access these
windows or all discrepancies. Header-only tax discrepancies are resolved on the
Invoice Maintenance Header and Detail windows.

Tax discrepancies for header-level-only invoices are created during the auto-match
process when the invoice tax does not match the purchase order tax.

Tax discrepancies for invoices with details are created when the invoice details are
added to the invoice and when the entered tax information for an item does not match
the system-maintained tax information for the item.

This section includes the following tax discrepancy resolution instructions:
= Resolve Tax Discrepancies

s Resolve Header Level Tax Discrepancies
Resolve Tax Discrepancies

Navigate: In the Invoice Matching tab, click Tax Review List. The Tax Review List
window opens.
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Figure 5-9 Tax Review List Window

You sre logged in as: RETAIL USER User
[Tax Review List
Supplier Supplier Hame Document Type Order Location
!’Aﬁ'ii‘:l LAl —— ¥ 1“ = 777”777‘4 Resolve By Date Route Date A o [ ii Location Description  Total Amount Currency Ho.ofLine
9808 PS Supplier Merchandise Invoice 06-05-2009 03-18-2010 83708 3458 PS Test Store 100.00 USD 1
2950 Paper Products Supplier Merchandise Invoice 06-05-2009 12-02-2010 90808 2 N. America Central 5,300.00 USD 1
2950 Paper Products Supplier Merchandise Invoice 12-02-2010 12-02-2010 90608 z N. America Central 5,300.00 USD 1
2300 Coca Cola Merchandise Invoice 12-03-2010 12-03-2010 91607 5000 iscga_pwhS000 200.00 USD 3
775 AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 91613 5555555575 STORES 1,000.00 USD b ;
775 AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 92511 5555555575 STORES 1,000.00 USD 1
9898 PS Supplier Merchandise Invoice 06-05-2009 12-05-2010 93108 3458 PS Test Store 250.00 USD A
3020 Battery Supplier Merchandise Invoice 12-11-2010 12-11-2010 91007 9999999999 Debangshu Physical WH 1,000.00 USD 1
2300 Coca Cola Merchandise Invoice 12-11-2010 12-11-2010 93408 z N. America Central 0.00 USD 1
2300 Coca Cola Merchandise Invoice 12-11-2010 12-11-2010 93408 2z N. America Central 0.00USD 3
9898 PS Supplier Merchandise Invoice 02-11-2010 02-11-2010 95710 4587 PS Warehouse 50.00 USD 1
775 AUTO Regular Supplier _775 Merchandise Invoice 02-11-2010 02-11-2010 95709 §555555575 STORES 2,500.00 USD 3
775 AUTO Regular Supplier _775 Merchandise Invoice 02-11-2010 02-11-2010 95709 5555555575 STORES 2,500.00 USD b,
775 AUTO Regular Supplier _775 Merchandise Invoice 12-02-2010 12-15-2010 95709 5555555575 STORES 2,500.00 USD 1
775 AUTO Regular Supplier _775 Merchandise Invoice 12-02-2010 12-15-2010 95709 5555555575 STORES 2,500.00 USD A
123 Next]
Cancel

1. In the No. of Line Exceptions column, click a numbered line exception. The Tax
Discrepancy Detail window opens.

Figure 5-10 Tax Discrepancy Detail Window

You are logged in a5 RETAIL USER User

Tax Discrepancy Detail

Merchandise Invoice INV1803 Supplier 775-AUTO Regular Supplier _775
(Order 95708 Resolve By Date 12-02-2010
Item Description Tax Code Discrepancies Tax Rate Discrepancy Tax Amount Discrepancy

100016815 AUTO Regular tem_100016315

2. In the Item column, click the item number of the line you want to resolve. The Tax
Discrepancy Detail Selection window opens.

Figure 5-11 Tax Discrepancy Detail Selection Window

You are logged in as: RETAIL.USER User

Tax Discrepancy Detail Selection

Merchandise Invoice INV1303 Item 100018315-AUTO Regular tem 100016815 Location 5555555575-5TORES
iOrder 95709 Supplier 775-AUTO Regular Supplier _775 Currency USD

ICorrect Taxes Selection

@ invoice | | O SYSTEM

Invoice Invoice System System | System Tax |System Tax|

Tax | Tax Rate Tax Tax Rate Tax Basis
Code (%) Amount (%) Amount Formula Order
S 10 250 co 1

12 300
oacx|

3. In the Correct Tax area, select the correct tax for the item: System Tax or Invoice
Tax.

4. Click Next. The Tax Discrepancy Detail Resolution window opens.

Figure 5-12 Tax Discrepancy Detail Resolution Window

You are logged in as: RETAIL USER User

Tax Discrepancy Detail Resolution

Merchandise Invoice INV1803 tem 100016815-AUTO Regular tem_100016815 Location 5555555575-STORES
‘Order 95709 Currency USD
Resolution
Enter Reason | Q
Action

Comments Hint

mEts

SBock| _oK | _cancal|

5. In the Apply area:
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a. In the Enter Reason ID field, enter the reason ID, or click the LOV button to
select a reason.

b. Add comments as necessary.

6. Click OK to save your changes and close the window.

Resolve Header Level Tax Discrepancies

Navigate: In the Invoice Matching tab, click Tax Review List. The Tax Review List
window opens.

Figure 5-13 Tax Review List Window

You are logged in as: RETAIL USER User
S L e aoliiii il EOAICRY [ES Uoetioes 8

N vl ¥|  gesoeByDate RouteDste A1 ¥| [a % |  Location Description  Total D Amount Currency Ho.of Line
9398 PS Supplier Merchandise Invoice 06-05-2009 03-16-2010 83706 3458 PS Test Store 100.00 USD X

2950 Paper Products Supplier Merchandise Invoice 06-05-2009 12-02-2010 90608 2 N. America Central 5,300.00 USD 3

2950 Paper Products Supplier Merchandise Invoice 12-02-2010 12-02-2010 90608 2 N. America Central 5,300.00 USD 1

2300 Coca Cola Merchandise Invoice 12-03-2010 12-03-2010 91807 5000 iscqa_pwh5000 200.00 USD ki

775 AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 91613 5555555575 STORES 1,000.00 USD ¥

775 AUTO Regular Supplier _775 Merchandise Invoice 12-08-2010 12-08-2010 92511 5555555575 STORES 1,000.00 USD 1

9208 PS Supplier Merchandise Invoice 06-05-2009 12-05-2010 93108 3458 PS Test Store 250.00 USD X

3020 Battery Supplier Merchandise Invoice 12-14-2010 12-11-2010 91007 9999999999 Debangshu Physical WH 1,000.00 USD 1

2300 Coca Cola Merchandise Invoice 12-11-2010 12-11-2010 93408 z N. America Central 0.00 USD 1

2300 Coca Cola Merchandise Invoice 12-11-2010 12-11-2010 93408 2 N. America Central 0.00 USD 1

9898 PS Supplier Merchandise Invoice 02-11-2010 02-11-2010 95710 4567 PS Warehouse 50.00 USD X

775 AUTO Regular Supplier _775 Merchandise Invoice 02-11-2010 02-11-2010 95709 §555555575 STORES 2,500.00 USD 1

775 AUTO Regular Supplier _775 Merchandise Invoice 02-11-2010 02-11-2010 95709 5555555575 STORES 2,500.00 USD X

775 AUTO Regular Supplier _775 Merchandise Invoice 12-02-2010 12-15-2010 95709 5555555575 STORES 2,500.00 USD ¢

775 AUTO Regular Supplier _775 Merchandise Invoice 12-02-2010 12-15-2010 95709 5555555575 STORES 2,500.00 USD 2l

123 [Next]

Cancel

1. In the No. of Line Exceptions column, click a 0 line exception. The Invoice
Maintenance Header window opens.

2. Add or Update the tax breakdown:
a. Click the Total Tax Cost hyperlink. The Tax Breakdown window opens.
b. In the Ex Tax Basis field, enter the amount on the invoice that is subject to tax.

c. Click Calculate Total. The amount of tax appears in the Total field.

Add Invoice Details
1. Click Details. The Invoice Maintenance Detail window opens.

2. Add details as necessary. (See "Add Details to a Merchandise Invoice" for more
information.)

3. Click OK to save the changes and close the Invoice Maintenance Detail window.

4. Click OK to save the changes and close the Invoice Header Maintenance window.
You return to the Tax Review List window.

Memos and Requests

In addition to creating merchandise and non-merchandise invoices, you can create
different types of memos, notes, and requests. You can create the following types of
documents:

s Credit memo - cost
s Credit memo - quantity
s Credit note

»  Credit note request - cost
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s Credit note request - quantity

s Credit note request - Tax

= Debit memo - cost

s Debit memo - quantity

= Debit memo - Tax

This section includes the following credit memo and request instructions:
s Create a Credit or Debit Document

= Reverse a Debit Memo

= Void a Credit Note Request

Create a Credit or Debit Document

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.

Figure 5-14 Document Search Window

You are logged in as: RETAIL USER User
Document Search
Action .:i
Document Type | | Document ID (% for partial search)
Status | | ALL (Except Posted) | |
Vendor Type | Supplier ~| Vendor Q
Order Number Q Location Q.
AP Reviewer Q|
nCostReview | | Cost Reviewer Group Q
In Quantty Review |I\ Quantity Reviewer Group Q.
Document Date Range @ to ﬂ Due Date Range @ to ﬂ
Currency Q. consignment | %[ Deal| v
Document Cost Range to Quantity Range to
Receipt Q ftem Q.
Payment Terme Q, Freight Payment Type | v
Details Exist| v Pre-paid Invoice| v
| Refresh Cancel

1. In the Action field, select New.
2. In the Document Type field, select the document type.

3. Click OK. The Document Maintenance Header window opens.
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Figure 5-15 Document Maintenance Header Window

“Fens ane hogged in s RETAILUSER User

Invoice Maintenance Header

Cocument Type. Merchandise knvoice Vendur Tyge
nunier | Group 0 20602 ‘Vendor L=}
Irvoice Stabus. Dirder He: o, B
Invoice Duate; bl Lecabon: Q,
Match Date: Invoice Currency: Exchange Rats:
Wvuice Terms: Q
Crder Terme: ED menien
Suppler Terms: Pre-Faid
Unnunky.raid
Uetaks Attached
Cunsignment
Dwect Store Detvery
Evalated Recet Settiement
Due Date: =
Freight Payment Type: - Totsl Merchandise Cost Ex Tax | (1]
Totsl Hion-Merch Cost Ex Tax: 2.00
Fayment 4o Status: Never Hekd
Tetal Cost £x Tax:
Totnl T Cost ooy
Totnl Cost e Tae:
Iereice Qly.
Total Alowances.
AefHo. 1.
Ao = TERMS SOURCE
AefHo. 3. Terms Dale.
Ao 4 Best Torma:

I ) |

4. In the Document ID field, enter the number of the document.

5. In the Supplier field, enter the supplier ID, or click the LOV button to select a
supplier.

6. In the Order No. field, enter the order ID associated with the document, or click
the LOV button to select a document number.

Note: You can search for a purchase order by receipt, receipt date,
and location information.

7. In the Location field, enter the location ID, or click the LOV button to select a
location.

8. Add non-merchandise costs as necessary.

a. In the Total Non-Merch Cost field, click the amount. The Non-Merchandise
Cost window opens.
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Figure 5-16 Non-Mechandise Cost Window

Non Merchandise Cost
Document ID : CREDIT NOTE DOCUMENT

Hon Merch Amount 1% ode -
Rate
test 000/ [ ~]

Miscellanegus

000/ [

GL Cross-reference for

Total Non-merch amount:

oK Calculste Total

b. In the non-merchandise fields, enter the non-merchandise charges.
c. Click Calculate Total. The sum of the costs appears in the Total field.
d. Click OK to save your changes and close the window.

9. Add comments as necessary.

Add Details to the Document

1. Click Details. The Document Maintenance Detail window opens.

Figure 5-17 Document Maintenance Detail Window

Document Malntenance Deiall

ent 10: CUCOERIT MEWO Docurment Type: Dett Wens - Gusntty
Currancy: USD Supplier: $111171115-Suppler St Suppler 1950008981
liems
Enem Cvpm I 2 Amount Per Unit Doc Prefix Document I0
Meason Coda Q Cusanstity Addbem |
[Tax Code - Rate M
Desete [tom b'i] Dessription Beason Code Description Amt Per Unit Cuantity Tax Code Tax Rate Extended Cost Ex Tax
o 100085600 12424360 bem B over steck o0y s £ 200 (14.00)
Tortal ltema: 1 Tatals 5 {1500
oK Dekete torn | Cancel

In the Item field, enter the item ID, or click the LOV button to select an item.
In the Amount per Unit field, enter the unit cost of the item.

In the Reason Code field, enter the reason that the item is in dispute.

In the Quantity field, enter the number of units in dispute.

In the Tax Code - Rate field, select the tax information.

Click Add Item.

©® N o a » 0 D

Click OK to save your changes and close the window.
Reverse a Debit Memo

Navigate: In the Document Maintenance tab, click Document Search. The Document
Search window opens.
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Figure 5-18 Document Search Window

Document Search

e E—
Status | ALL (Except Posted) %
Vendor Type | Supplier w

Order Number Q

AP Reviewer Q|

In Cost Review v
In Quantity Review v

Document Date Range £ 0 £
Currency Q
Document Cost Range to
Receipt Q
Payment Terms Q

Details Exist b

Document ID (% for partial search)

WVendor

Location

Cost Reviewer Group

Quantity Reviewer Group

Due Date Range

£ o £

Consignment + | Deal b

Quantity Range

tem

to

Freight Payment Type |

Pre-paid Invoice

| Refresh | Cancel

1. Search for and retrieve a debit memo in View mode. The Document Maintenance

Header window opens.

Figure 5-19 Document Maintenance Header Window

Invoice Maintenance Header

(Cocument Type. Merchandise knvice

nunier |

Fvoice Stalus.
Match Dabe:

Fvoioe Terrms: Q|
Order Terma:

Suppler Terms:

Due Date: =

Freight Payment Type:

Payment eid Status: Never Hekd

AefHo. 1.
Anfle >
AefHo. 3.
FAndle. 4

Vendor Type

Group D 20602

- Tots Merchandise Cost Ex Tax

ToRsl Non-Merch Cost Ex Tax:

Exchange Rate:

EDinvoice
Pre-pai

unnunty-Faid

Detais Attached
Cansignmen
Dwect Slore Detvery
Evaluated Receist Settiemenl

0.00
2.09

Tokal Cost Ex Tax:

Tetnl Tax Cost:

Totnl Cost ne Tre:

SOURCE

Iervice Qly.

Total Alewances.
TERMS
Tewms Dale.
Beat Terma:

0% | Ootais | Comments | cancel |

2. Click Details. The Document Maintenance Detail window opens.
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Figure 5-20 Document Maintenance Detail Window

[ \(
Document Malntenance Deiall
rocument I0: CUCOERIT MEWD Type: Dett Quanity
Currancy: USD Supplie: $111131115. Suppier She. Suppler 1100001
liems
) nem O v I o Amount Per Unit Doe Prefin Document 1D
Q, c A Bem

[Tax Code - Rate: %

Debele [tom i} Dessription Beason Code Description Amt Per Unit Cuantity Tax Code Tax Rate Extended Cost Ex Tax

o 100088600 12424360 bem B over steck o0y s £ 200 (14.00)

101
o0 b
Tortal ltema: 1 Totals 5 {1500

SR M| |

3. Adjust the details so that the quantities and amounts in question remain.

4. Click OK. The Document Maintenance Header window opens.

5. Click Reverse. A credit memo is created in disputed status.

Void a Credit Note Request

Navigate: In the Document Maintenance tab, click Document Search. The Document

Search window opens.

Figure 5-21 Document Search Window

“You are logged in as: RETAIL USER User

Document Search
B ————
Action | IEETNG_—_—_——S
Document Type | v Document ID (% for partial search)
Status | ALL (Except Posted)
Vendor Type | Supplier - Vendor aQ,

Order Number Q Location Q|
AP Reviewer Q
In CostReview | v/ Cost Reviewer Group Q
In Quantty Review | | Quantity Reviewer Group Q
Document Date Range £ 10 £ Due Date Range £ 1o £
Currency Q. Consignment E Deal| v
Document Cost Range to Quantity Range to
Receipt Q tem Q
Payment Terms Q Freight Payment Type | by

Details Exist | ~ Pre-paid Invoice v
| Refresh | Cancel

1. In the Action field, select Void Credit Note Requests.
2. In the Document Type field, select the appropriate document type.

3. Click Search. The Document Find window displays the documents that match the
search criteria.

Figure 5-22 Document Find Window
ORACLE

You are logged in as. RETAILUSER User

g
Document Find )l NI

Status Doc Date Due Date Vendor Vendor Desc Location Location
Doc Order !
Steet oo T Prefix Doc ID Al | A >l AN v [ an [ A w|[an ] [an
[ Credit Hote Request - Quantity CNQ  CNOAUTH#112-39501 Approved 11-29-2010 27608 11-29-2010 8383838888 EIT US Supplier Cases 55 EIT US Store &&éddddddddddd
[ Credt Mote Request - Quantity CNQ  CNOAUTH#5545-23501 Approved  08-07-2010 23702 08-07-2010 5886388388  EMUS SupplerCases 60 EIT Test Store 2 Nick
[ Credtt Mote Request - Quantty CNQ  CNOAUTH#712-54501 Approved 12-01-2010 27809 12-01-2010 6536388888  ETUS Supplier Cases 55 EIT US Store &&bbbbbbbtbbe

1

Pay Invoice Dekete | Cancel
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4. To display the item information, click a document number. The Document
Maintenance Header window opens.

Figure 5-23 Document Maintenance Header Window

livoice Maintenance Header
Ducument Type: Meschandise knvsics Vendur Type
nunier | Group 0 20602 ‘Vendor L=}
brveice Stalus: Onder He a %
Ivoice Date: £ Lecabon: Q,
Match Date; Ivoice Curmency: Lxchange Rate:
Wvoioe Terrms: Q|
Qrder Terms: EDinvaiee
Supoker Terms: Pre-part
Unnunty-Paki
Detais Attached
Cunsignment
Direct Store Dervery
Evauated Receict Settisment
Due e =
Freight Payment Type: ~ Totsl Merchancese Cost Ex Tax ; (173
Totsl hon-Merch Cost Ex Tax: o
Payment iseid Status; Never Held
Totsl Cost Ex Tax:
Totnl Tax Cost: wod
Totnl Cost ine T
krvsice Qly:
Total Alowances:
Flef Ho. 1.
fndHe > TEAMS SOURCE
Ref Ho. 3. Teems Dale:.
AndHe & eat Torma:
0% | Ootais | Comments | cancel |

5. Click Void.
6. Click OK to close the window.
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In the System Options window, you can define system-wide parameters that affect the
functions of Oracle Retail Invoice Matching. You indicate how long the system
maintains various documents, and you can enter the unique codes that ReIM uses to

identify document types.

System Administration

Updated settings are available for all users who log on after the changes are made. To
see the changes reflected in Oracle Retail Invoice Matching, you must log out and log

in again.

This section includes the following system options instructions:

Maintain the System Variables
Navigate: In the Administration tab, click System Options. The System Options

System Options

Document History Days
Post Dated Document Days
Debit Memo Send Days

Max Tolerance %

Default Pay No:

Number of Allowed Taxes
Tax Validation Source
Tax Validation Type

Pozt Bazed On Doc Header

Debit Memo Prefix-Cost

Credit Note

Credit Memo Prefix-Cost
Debit Memo Prefix-Tax

Allows lookup items by VPN

Aute-resolution Re:

Match Using Reference 3 Field

calc Tolerance () Percent O Amount

Auto-resolution Reason Code For Credit Note Request-Cost 230
Code For Credit Note
e For Credit Memo

Code For Credit Memo-Qty 411

window opens.

Figure 6—1 System Options Window

1
100.000¢

Default Header Tax from Details

10.0000| %

DMC

st Prefix-Cost CNC

CHC
DIV

t-Qty 420

st

L 000

Note: To activate any system option changes made, you must first log out of Invoice Matching.

Cancel

Close Open Receipt Days
Cost Resolution Due Days
Qty Resolution Due Days

Days Before Dus Date

ax Resolution Due Days

‘ax Document Creation Level

Debit Memo Prefix-Qty
Credit Note Request Prefix-Qty
Credit Memo Prefix-Qty

Credit Note Request Prefix-Tax

Match using Reference 4 Field

onQ

cMQ

Chv

Receipt VWirite OTf # of Days [
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Table 6-1 System Options

Field

Description

Document History Days
Post Dated Document Days

Debit Memo Send Days:

Max Tolerance %

Default Pay Now Terms

Close Open Receipt Days

Cost Resolution Due Days

Qty Resolution Due Days

Days Before Due Date

Number of Allowed Taxes

Tax Validation Source

Tax Validation Type

Post Based On Doc Header

Default Header Tax From
Details

Calc Tolerance

Tax resolution Due Days

Tax Document Creation
Level
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The number of days documents stay in the Invoice Matching
system before they are purged.

The number of days old a document can be when entered into
the system.

The number of days prior to the invoice due date that a debit
memo is created and sent to the supplier if a credit note has not
yet been received. This applies only to suppliers where the Send
Debit Memo option is set to Only when credit Memo is Late.

The maximum tolerance allowed for any invoice throughout the
system.

This is the terms code used as a default value when manually
adding debit memo, credit memo, or credit notes via document
maintenance.

The number of days that a shipment can remain in Ready for
Match status before it is automatically closed.

The number of days in which a reviewer must resolve a cost
discrepancy.

The number of days in which the buyer must resolve a quantity
discrepancy (also seen as Qty Resolution Due Days).

The number of days before the invoice due date that the system
will automatically route unresolved discrepancies.

The number of taxes allowed on an item. Valid settings are:
None - taxes are turned off.
Single — one tax code may be entered per item.

Source that the system uses to calculate and validate taxes.

The method to use when matching tax amounts. Valid values
are:

Recon — taxes on the invoice and retailer’s system must match
for the item.

Vendr - taxes on the invoice are assumed to be correct.

Retlr — taxes on item in retailer’s system is assumed to be
correct.

Notax — no tax is applied.

If selected, ensures that the posted amount is equal to total cost
in header of an invoice

Whether header level tax information must be entered before
invoice details can be entered. Set this to Yes to be able to
proceed to the details screen without entering tax information.
Set this to No to require tax information in the header before
invoice details can be entered.

The percentage or amount by which header and detail amounts
can differ and still be considered equal. This is used to account
for insignificant errors in rounding between header and detail
level totals. For example, a header may show an invoice total as
$1025.31, while the detail area may show it as $1025.308. If the
percentage difference is less than the Calc Tolerance % value, the
amounts will be considered equal.

The number of days by which tax discrepancies should be
resolved.

Whether tax debit memos and tax credit note requests are
created at the Item or Full Invoice level.
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Table 6-1 (Cont.) System Options

Field

Description

Debit Memo Prefix-Cost
Debit Memo Prefix-Qty
Credit Note Request

Prefix-Cost
Credit Note Request

Prefix-Qty
Credit Memo Prefix-Cost
Credit Memo Prefix-Qty

Debit Memo Prefix-Tax

Credit Note Request
Prefix-Tax

Allow lookup items by VPN

Auto-resolution Reason
Code For Credit Note
Request-Cost

Auto-resolution Reason
Code For Credit Note
Request-Qty

Auto-resolution Reason

Code For Credit Memo-Cost

Auto-resolution Reason

Code For Credit Memo-Qty

Match Using Reference 3
Field

Match Using Reference 4
Field

Receipt Write Off # of days

The prefix that indicates that a document is a debit memo due to
cost.

The prefix that indicates that a document is a debit memo due to
quantity.

The prefix that indicates that a document is a credit note request
due to cost.

The prefix that indicates that a document is a credit note request
due to quantity.

The prefix that indicates a document is a credit memo due to
cost.

The prefix that indicates that a document is a credit memo due
to quantity.

The prefix that indicates that a document is a debit memo due to
tax.

The prefix that indicates that a document is a credit note request
due to tax.

Enable or disable items lookup via VPN.

The business reason code used for credit note matching when a
cost discrepancy is matched automatically with the generation of
a Credit Note Request-Cost. If this field is empty, automatic cost
discrepancy resolution using credit note requests is not
performed.

The business reason code used for credit note matching when a
cost discrepancy is matched automatically with the generation of
a Credit Note Request-Qty. If this field is empty, automatic cost
discrepancy resolution using credit note requests is not
performed.

The business reason code used for credit note matching when a
cost discrepancy is matched automatically with the generation of
a Credit Memo-Cost. If this field is empty, automatic cost
discrepancy resolution using credit memos is not performed.

The business reason code used for credit note matching when a
cost discrepancy is matched automatically with the generation of
a Credit Memo-Qty. If this field is empty, automatic cost
discrepancy resolution using credit memos is not performed.

Indicates whether reference field 3 will be used for matching by
Credit Note Automatch batch. If Yes is selected, reference field 3
will be populated with Credit Note Request ID on CNR and CN
documents.

Indicates whether reference field 4 will be used for matching by
Credit Note Automatch batch. If Yes is selected, reference field 4
will be populated with the invoice ID on CNR and CN
documents.

Number of days for which the system will maintain history of
receipts that have been written off.

1. On the upper part of the screen, edit the enabled fields as necessary.

2. Click OK to save your changes and close the window.
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Note: Changes are available to users who log in after you have
completed the changes. To see the changes reflected, you must log out
and log in again.

Main the Document Prefixes

Navigate: In the Administration tab, click System Options. The System Options
window opens.

Figure 6-2 System Options Window

System Options

Decument History Days 0 Close Open Receipt Days 0 Receipt Write Off # of Days
Post Dated Decument Days 10 Cost Rezolution Due Days 3
Debit Memo Send Dayz 1 Qty Resolution Dus Days 2
Wax Tolerance % 100.000 Days Before Due Date 3
Defaut Pay N 183 Q

Number of Allowe: S '3\

Tax Validation Source

Tax Validation Type Tax Resolution Due Dayz 0
Post Bazed On Doc Header

Defautt Header Tax from Details Tax Document Creation Level

Cakc Tokrance @) Percent O Amount 10.0000| %

Debit Meme Prefix-Cost i Debit Meme Prefis-Qty DNQ
Credit Note Request Prefix-Cost CNE Credit Note Request Prefix-Qty chNa
Credit Memo Prefie-Cost CcHe Credit Memo Prefuc-Qty ChQ
Debit Memo Prefis-Tax i Credi Note Request Prefix-Tax CNV
Allow lookup items by VPN

Auto-rezolufien Reazen Code For Credit Note Request-Coat 230 0\

Auto-rezolution Reason Code For Credit Note Request-Qty 420 '3\

Auto-rezolution Reason Code For Credit Memo-Cost 567 '3\

Auto-rezolution Reason Code For Credit Memo-Qty M '3\

Watch Uzing Reference 3 Field Yes Watch using Reference 4 Field Yez
llote: To activate any system option changes made, you must firstlog out of Invoice Matching.

= In the lower part of the screen, edit the enabled fields as necessary.

»  Click OK to save your changes and close the window.

Note: Changes are available only when you log in after completing
the changes. To see the changes reflected, you must log out and log in
again.

General Ledger Accounts

The general ledger accounts is used to maintain the parameters that determine the
accounts to which the invoices are exported in the financial system. You must create
the accounts to which the invoices are assigned.

In the GL Option window, you can create a template for the general ledger account
that your business uses. You can also assign dynamic segments to accounts, so that

6-4 Oracle® Retail Invoice Matching User Guide



System Options

invoices post to accounts based on company, department, class, or location. After the
general ledger account format has been assigned, it cannot be changed.

This section includes the following general ledger accounts instructions:
s Create General Ledger Account Cross Reference

= Define General Ledger Options

Create General Ledger Account Cross Reference

Navigate: In the Administration tab, click GL Cross Reference. The GL
Cross-Reference window opens.

Figure 6-3 GL Cross Reference Window

GL Cross-reference
SetOf Books id | Q

Cross-reference Type Q

Cancel

1. In the Set of Books ID field, enter the identifier that applies to this cross reference.

Note: The Set of Books ID field appears only if your system uses
multiple sets of books. Multiple sets of books is enabled or disabled by
a system option set by the system administrator.

2. In the Cross Reference Type field, select the account category.

3. In the next field, enter the ID of the type of account you are creating, or click the
LOV button to select an account type.

4. Click Query. The account segment fields are enabled.

5. Inthe Segment fields, enter the account segments.

Note: If a segment has been marked dynamic, you can leave the field
blank.

6. Click OK. The GL Cross- Reference Details window opens.

Figure 6—4 GL Cross Reference Details Window

Segment | Segrent 3 Segmert 3 Begenl 4 Segrent & Begrent € Segeent 7 Segment & Segrent 8 Segrert 18
Gorcany Locaton Account Deparment Ciass Adfiate Futarst Future2 Futured Fatured
Awesomeinc Thehzon 123567 StufiDept MyClass Myifikate Futwal Futurs2 Futura2 Futursd
o | _oxeRepent | cancel

7. Click OK to save your changes and close the window.
Define General Ledger Options

Navigate: In the Administration tab, click GL Options. The GL Options window
opens.
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Figure 6-5 GL Options Window

“You sre logged in as: RETAIL.USER User

IGL Options

Set Of Books id
D\

Cancel

1. In the Set of Books ID field, click on the LOV button to select the Set of Book.

2. Click on the Query button to view the corresponding GL Options. The GL Options

Details window opens.

Figure 6—6 GL Options Details Window

ou ars logged in ss: RETAIL USER User
[GL Options
Set Of Books ki
Q

Segmentlabel ~ Dynamic
Company
Location
Account

Department
Class
Affliate
Future1
Future2
Future3,
Futurad.
Cancel

3. Click OK to save your changes and close the window.

Supplier Options

In the Supplier Options window, you can indicate how invoices from each supplier
should be matched. You can associate a specific accounts payable reviewer to a
supplier, and you can create linked suppliers.

This section includes the following supplier options instructions:
= Maintain a Supplier

»  Create a Grouped Supplier

= Delete a Grouped Supplier

Maintain a Supplier

Navigate: In the Administration tab, click Supplier Options. The Supplier Options
window opens.
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Figure 6-7 Supplier Options Window

“You are logged in as: RETAIL USER User
Supplier Options
Supplier Q Query
Details
AP Reviewer Q
Invoices For Supplier Manually-Paid
Match Invoices to Receipts from other Suppliers
Always Use Invoice Terme
ROG Date Allowed
Hold Invoices until Credit Note is received
Send Debit Memo
Close Open Receipt Days
Discrepancy Days Befare Routing
0K

1. In the Supplier field, enter the supplier ID, or click the LOV button to select a
supplier.

2. Click Query. The supplier details are displayed.

3. Inthe AP Reviewer field, enter the ID of an accounts payable reviewer, or click the
LOV button to select the reviewer that you want to associate with the supplier.

4. Edit the enabled fields as necessary:

= Invoices for Supplier Manually Paid: Select the check box to indicate that
invoices from this supplier should be paid manually.

= Match Invoices to Receipts from Other Suppliers: Select the check box to
indicate that the retailer can pay suppliers other than the one listed for the
invoice.

= Always Use Invoice Terms: Select the check box to indicate that the terms
date on the invoice is always used to pay an invoice.

= ROG Date Allowed: Select the check box to use the receipt of goods date to
determine the due date of an invoice.

= Send Debit Memo: Select the frequency to indicate when to send a debit
memo.

Possible values are:
Always - Indicates Debit Memo will be sent.
Never - Indicates a Credit Note Request will be sent.

Only when Credit Note is late - Indicates a Credit Note Request will be sent,
but later if the Credit Note does not come in on time, a Debit Memo is then
generated.

When this setting is either Never or Only when the Credit Note is Late, an
additional option called Hold Invoice is allowed. You can check or uncheck it.

Note: If Hold Invoice is checked, matched invoices will not post to
the Financial System until all Credit Note Requests associated with the
invoice are matched to Credit Notes. However, this option holds true
only if ReIM is integrated with the Financial Application System.
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Figure 6-8 Supplier Options Window

YYou are logged in as: RETAIL USER User
Supplier Options
Supplier Q Query
Details
AP Reviewer Q
Invoices For Supplier Manually-Paid
Match Invoices to Receipts from other Suppliers
Always Use Invoice Terme
ROG Date Allowed
Hold Invoices until Credit Note is received
Send Debit Memo
Close Open Receipt Days
Discrepancy Days Befare Routing
0K

= Close Open Receipt Days: Enter the number of days that a receipt remains in
the system without an invoice. After the number of days has passed, the
receipt is posted for payment.

= Discrepancy Days Before Routing: Enter the number of days that quantity
discrepancies should be held before routing for resolution.

5. Click OK to save your changes and close the window.

Create a Grouped Supplier

Note: Any changes you make to one supplier in a group applies to
all suppliers in the group.

Navigate: In the Administration tab, click Supplier Options. The Supplier Options
window opens.

Figure 6-9 Supplier Options Window

YYou are logged in as: RETAIL USER User
Supplier Options
Supplier Q Query
Details
AP Reviewer Q
Invoices For Supplier Manually-Paid
Match Invoices to Receipts from other Suppliers
Always Use Invoice Terms
ROG Date Allowed
Hald Invoices until Credit Note is received
Send Debit Memo
Close Open Receipt Days
Discrepancy Days Befors Routing
0K

1. In the Supplier field, enter the supplier ID, or click the LOV button to select a
supplier.

2. Click Query. The supplier details are displayed.
3. Click Supplier Group Options. The Supplier Group Options window opens.
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Figure 6—10 Supplier Group Options Window

Supplier Group Optior

Supplier: 2400-Cocs Cola - Charlotte
Supplier| Q Add

[]Total Header Guarntity Required
Match Total Quantity

Delete Supplier ID Supplier Name 4
lo records found

) »
QK Delete I

4. In the Supplier field, enter the supplier ID, or click the LOV button to select a
supplier.

5. Click Add.
6. Select the enabled options as necessary:

s Total Header Quantity Required: Select the check box to indicate that each
invoice requires a total quantity be entered.

= Match Total Quantity: Select the check box to indicate that the total quantity
must be matched for the invoice and the receipt.

7. Click OK to save your changes and close the window.

Delete a Grouped Supplier

Navigate: In the Administration tab, click Supplier Options. The Supplier Options
window opens.

Figure 6-11 Supplier Options Window

“You are logged in as: RETAIL USER User
Supplier Options
Supplier Q Query
Details
AP Reviewer Q
Invoices For Supplier Manually-Paid
Match Invoices to Receipts from other Suppliers
Always Use Invoice Terme
ROG Date Allowed
Hold Invoices until Credit Note is received
Send Debit Memo
Close Open Receipt Days
Discrepancy Days Befare Routing
0K

1. In the Supplier field, enter the supplier ID, or click the LOV button and select a
supplier.

2. Click Query. The supplier details are displayed.
3. Click Supplier Group Options. The Supplier Group Options window opens.
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Reason Codes

Figure 6-12 Supplier Group Options Window

Supplier Group Options
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OK I Delete

4. On the list of suppliers that are linked to the original supplier, select the check box
next to the supplier you want to delete.

5. Click Delete.
6. You are prompted to confirm the deletion. Click OK.

7. Click OK to save your changes and close the window.

Using the Reason Code Maintenance window, you can set up and maintain reason
codes. Reason codes are used to resolve discrepancies between receipts and invoices. A
discrepancy originates when the price or quantity variance exceeds acceptable
tolerance levels. After you create the reason code, you must associate it with an action
that helps you resolve the discrepancies.

This section includes the following reason code instructions:
»  Create Reason Codes
= Delete Reason Codes

s Edit Reason Codes

Create Reason Codes

Navigate: In the Administration tab, click Reason Code Maintenance. The Reason
Code Maintenance window opens.
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Figure 6-13 Reason Code Maintenance Window
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1. In the Reason Code Type field, select the type of discrepancy for which you are
creating a reason code.

In the Reason Code field, enter an ID for the reason code.
In the Reason Code Description field, enter the description of the reason code.

In the Action field, select the action to resolve the discrepancy.

a P 0D

In the Comments Hint field, enter additional information that may be needed to
resolve the discrepancy.

6. If a comment is required when a reviewer is resolving the discrepancy, select the
Comments Required check box.
Associate a General Ledger Account with a Reason Code

1. Click Accounting Distribution. The GL Cross Reference window opens.

Figure 6-14 GL Cross Reference Window

GL Cross-reference
Set Of Books Id | (o}

Cross-reference Type 5 Q |
| | cancel

2. Create the general ledger account cross reference.
3. Click Apply. The reason code is added to the table.

4. Click OK to save your changes and close the window.
Delete Reason Codes

Navigate: In the Administration tab, click Reason Code Maintenance. The Reason
Code Maintenance window opens.
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Figure 6-15
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1. On the list of reason codes, select the check box next to the reason code you want
to delete.

2. Click Delete.
3. You are prompted to confirm the deletion. Click OK.

4. Click OK to save your changes and close the window.

Edit Reason Codes

Navigate: In the Administration tab, click Reason Code Maintenance. The Reason
Code Maintenance window opens.

Figure 6-16 Reason Code Maintenance Window

-
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Update the enabled fields as necessary.
Click Apply. The reason code is updated.
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In the table, double-click the reason code you want to edit.

Click OK to save your changes and close the window.
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Reason Code Actions

Reason code actions are resolutions assigned at the discrepancy line level. Fixed
actions are used to resolve a line item discrepancy; the specific results depend on the
action, and are detailed below.

Multiple actions may be assigned to a single line item. This assignment is done in the
cost and quantity discrepancy resolution screens (detailed in Retail Invoice Matching
(ReIM) Online Cost Discrepancy Resolution and ReIM Online Quantity Discrepancy
Resolution). It is assumed that the resolution screens have limited the users to fully
resolving a line item and that the detail discrepancies should be deleted, and the
quantity or cost matched status for the line should be set to true.

For quantity discrepancies the receipt line quantity will be updated or created in the
database, and the receipt record in Retail Merchandising System (RMS) will be
updated to matched when all receipt items are completely matched. Each reason code
action is also saved to a table for future posting (data saved: reason code, action code,
invoice ID, item ID, quantity, amount, comments, create date, create ID).

For cost resolutions the extended cost will be stored to be used in the created memo.
For quantity resolutions the adjusted quantity only will be stored for use in the created
memo (this allows the extended cost to be generated against a potentially adjusted cost
in another resolution).

The Reason Code Action Rollup batch process sweeps the action staging table and
creates debit and credit memos as needed. Only a single debit or credit memo will be
created per invoice, with line details from all related actions. This process does not
delete these records when completed; they are deleted after posting. There is a
separate, client-created batch process to sweep the receiver adjustment table. The
action staging table is used during posting to post the reason code actions to the
financial staging table.

Actions

Reason code actions are associated with business roles. Reason code actions are used
to act on invoice cost and quantity discrepancies. The following reason code actions
are utilized in ReIM.:

»  Charge Back Cost (CBC) — When a cost discrepancy is marked for resolution with a
Charge Back Cost, either a debit memo cost or credit note request cost (depending
on the im_supplier_options.send_debit_memo indicator) is created. If the supplier
option is set to Yes, a debit memo cost will be sent. If the supplier option is No, a
credit note request is sent.

s Charge Back Quantity (CBQ) — When a cost discrepancy is marked for resolution
with a Charge Back Quantity, either a debit memo quantity or credit note request
quantity (depending on the im_supplier_options.send_debit_memo indicator) is
created and sent to the supplier. If the supplier option is set to Yes, a debit memo
quantity is sent. If the supplier option is No, a credit note request quantity is sent.

s Credit Memo Cost (CMC) — When a cost discrepancy is marked for resolution with
a Credit Memo Cost, a credit memo cost containing the discrepant item is sent to
the supplier.

s Credit Memo Quantity (CMQ) — When a quantity discrepancy is marked for
resolution with a Credit Memo Quantity. A credit memo quantity containing the
discrepant item is sent to the supplier.

= Reroute Cost Discrepancy (RCD) — When a cost discrepancy is rerouted, the
system prompts the user to choose a person to reroute the discrepancy to.
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= Reroute Quantity Discrepancy (RQD) — When a quantity discrepancy is rerouted,
the system prompts the user to choose a person to reroute the discrepancy to.

= Receiver Cost Adjustment — PO and receipt only (RCA) — This action creates a
record based on the adjusted cost of the receiver and the associated PO (for all
locations with same item cost) to match the invoice cost or to another value. This
action calls a trigger which invokes an API which does the Receiver Cost
Adjustment in RMS.

s Receiver Cost Adjustment — PO, receipt and supplier cost (RCAS) — This action is
identical to the in addition to the 'Receiver Cost Adjustment - PO and receipt only'
except that the supplier cost file in RMS is updated as well.

s Receiver Unit Adjustment (RUA) — This action creates a record from the unit
adjustment to match the receiver with associated invoice lines. This action calls a
trigger which invokes an API which does the Receiver Unit Adjustment in RMS.

s Discrepancy Write-Off (DWO) — This action allows the user to stop any further
matching activity, export the invoice for payment, and create an entry for the
unresolved difference (no document data is created; any discrepancies are
written-off).

= Deny Dispute (DD) — When the action type is Deny Dispute, Oracle Retail Invoice
Matching creates a document that disputes there is a discrepancy.

s Split Receipt (SR) — This action allows the user to split the invoice into multiple
receipts. The user may then match the invoice to the newly created 'sub-receipt'
(extract of the original receipt). The remaining sub-receipt(s) are in unmatched
status and available for matching through the auto-match and manual match
processes.

= Match to Receipt (MR) — This action allows the reviewer to directly match the
invoice with the newly created receipt, resolving or partially resolving the
discrepancy.

= Approve Credit in Disputed Status (ACDS) — This action updates the line status on
a credit memo from 'disputed’ to 'approved'. There is no document (the user may
create a document from the record posted to the table). Approved credit memo
lines post to the financial system once each line has been resolved from 'disputed’
status.

Tax Resolution Reason Code Actions

If system taxes are selected as correct, the user then selects a reason code with an
associated action for how to proceed. Selecting the system as correct means that the
invoice is incorrect, and the retailer's recourse at this point is to ask for a corrected
invoice. This is done either by sending out a Debit Memo or a Credit Note Request for
the incorrect entry. There can be two types of Debit Memos and two types of Credit
Note Requests generated, based on the resolution action. The four action types are:

s Debit Memo Vat Full (DMVF) — Reason codes with this action will generate a Debit
Memo for the 'full' amount of the invoice. All items on the invoice and the invoice
itself will be flagged as matched

= Debit Memo Vat Item (DMVI) — Reason codes with this action will generate a
Debit Memo for just the individual item with the Tax discrepancy. The item will
be flagged as matched. If there are no other unmatched items on the invoice, the
invoice will also be flagged as matched.

»  Credit Note Request Vat Full (CNRVF) — Reason codes with this action will
generated a Credit Note Request for the full amount of the invoice (see footnote
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User Groups

for Debit Memo Vat Full). All items on the invoice and the invoice itself will be

flagged as matched.

Credit Not Request VAT Item (CNRVI) — Reason codes with this action will
generate a Credit Note Request for just the individual item with the Tax
discrepancy. The item will be flagged as matched. If there are no other unmatched
items on the invoice, the invoice will also be flagged as matched.

Note: If a Credit Note Request is sent out, the retailer needs to
receive both a Credit Note to 'reverse' the incorrect invoice, and a new

invoice with the corrected taxes.

In the user group windows, you can define the level of access that each user has to
Oracle Retail Invoice Matching. You can assign the same level of access to a group of
people. After you create a role, you can further limit a user to specific locations,
departments/classes, or reason codes.

This section includes the following user group instructions:

Create a User Group

Delete a User Group

Assign Users to a User Group

Delete a User from a Group

Assign a Department/Class to a User Group
Delete a Department/Class from a User Group
Assign a Location to a User Group

Delete a Location from a User Group

Assign a Reason Code to a User Group

Delete a Reason Code from a User Group

Create a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-17 User Groups Window
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1. Click New. The User Group Details window opens.

Figure 6-18 User Groups Details Window

*You are logged in as: RETAIL USER User

User Group Details
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Remove Hold On Document
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.

Members | DeporimentiClasses | Locations |  ReasonCodes |  Cancel |

2. In the User Group field, enter the name of the user group.

3. In the remaining fields, select the type of permissions a member of the user group
will have:

s Edit: User group members can add to and update the areas they are assigned
to.

= View: User group members can access the designated areas, but they cannot
make any changes.

= None: User group members cannot edit or view the designated areas.

= Yes: User group members can perform the designated task.
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= No: User group members cannot perform the designated task.
= All: All user group members can perform the designated function.

= Users Only: Only designated users within the group can perform the
designated function.

4. Click OK to save any changes and close the window.
Delete a User Group
Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.

Figure 6—-19 User Groups Window

You are logged in as: RETAIL.USER User
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1. Select a user group.
Click Delete.
You are prompted to confirm the deletion. Click OK.

P w N

Click OK to save any changes and close the window.
Assign Users to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-20 User Groups Window

You are logged in as: RETAIL USER User
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

Figure 6-21 User Groups Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.

Wembers | DeparmentiCiasses | Locations | ReasonCodes | Cancel |

3. Click Members. The User Group Members window opens.
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Figure 6-22 User Group Members Window
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4. In the Available Members column, select the check box in the Select column next to
each user you want to add to the user group.

Note: To select all members, select the check box in the header area.

5. Click the right arrow button to move the users into the Selected Members column.

6. Click OK to save any changes and close the window.

Edit a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.

Figure 6-23 User Groups Window

1. Select a user group.
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2. Click Edit. The User Group Details window opens.
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Figure 6-24 User Group Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.
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3. Click any user group that you want to edit — Members OR Department/Classes
OR Locations OR Reason Codes. The respective window opens.

4. In the Available Reason Codes column, select the check box in the Select column
next to each reason code you want to add to the user group.

Note: To select all reason codes, select the check box in the header
area.

5. Click the right arrow button to move the Available Members to the Selected
Members column.

6. Click OK to save any changes and close the window.
Delete a User from a Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-25 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

Figure 6-26 User Group Details Window
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Hote: To activate any user group changes made, the user must first log out of Invoice Matching.

Wembers | DeparmentiCiasses | Locations | ReasonCodes | Cancel |

3. Click any user group that you want to delete — Members OR
Department/Classes OR Locations OR Reason Codes. The respective window

opens.
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4. In the Selected Members column, select the check box in the Select column next to
each user you want to remove from the user group.

Note: To select all members, select the check box in the header area.

5. Click the left arrow button to move the users into the Available Members column.
6. Click OK to save any changes and close the window.

Assign a Department/Class to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.

Figure 6-27 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.
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Figure 6-28 User Group Details Window
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3. Click Department/Classes. The User Group Department/Classes window opens.

Figure 6-29 User Group Department/Classes Window
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4. In the Available Department/Classes column, select the check box in the Select
column next to each department/class you want to add to the user group.

Note: To select all department/classes, select the check box in the
header area.
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5. Click the right arrow button to move the department/classes into the Selected
Department/Classes column.

6. Click OK to save any changes and close the window.
Delete a Department/Class from a User Group
Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.

Figure 6-30 User Groups Window
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1. Select a user group.

2. (Click Edit. The User Group Details window opens.

Figure 6-31 User Group Details Window
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Note: To activate any user group changes made, the user must first log out of Invoice Matching.

Members Department/Classes Locations Reason Codes ] Cancel ]
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3. Click Department/Classes. The User Group Department/Classes window opens.

Figure 6-32 User Group Department/Classes Window
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4. Click Department/Classes. The User Group Department/Classes window opens.

5. In the Selected Department/Classes column, select the check box in the Select
column next to each department/class you want to remove from the user group.

Note: To select all department/classes, select the check box in the
header area.

6. Click the left arrow button to move the department/classes into the Available
Department/Classes column.

7. Click OK to save any changes and close the window.

Assign a Location to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.

Figure 6-33 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

Figure 6-34 User Group Details Window
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3. Click Locations. The User Group Locations window opens.

4. In the Available Locations column, select the check box in the Select column next
to the each location you want to add to the user group.

Note: To select all locations, select the check box in the header area.

5. Click the right arrow button to move the locations into the Selected Locations
column.

6. Click OK to save any changes and close the window.
Delete a Location from a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.
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Figure 6-35 User Groups Window

1. Select a user group.
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2. Click Edit. The User Group Details window opens.

Figure 6-36 User Group Details Window
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3. Click Locations. The User Group Locations window opens.
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Figure 6-37 User Group Locations Window
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4. In the Selected Locations column, select the check box in the Select column next to
each location you want to remove from the user group.

Note: To select all locations, select the check box in the header area.

5. Click the left arrow button to move the users into the Available Locations column.

6. Click OK to save any changes and close the window.

Assign a Reason Code to a User Group

Navigate: In the Administration tab, click User Group Maintenance. The User Groups
window opens.

Figure 6-38 User Groups Window
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1. Select a user group.

2. Click Edit. The User Group Details window opens.

6-28 Oracle® Retail Invoice Matching User Guide



System Options

Figure 6-39 User Group Details Window
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3. Click Reason Codes. The User Group Reason Codes window opens.

Figure 640 User Group Reason Codes Window
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4. In the Available Reason Codes column, select the check box in the Select column
next to each reason code you want to add to the user group.

Note: To select all reason codes, select the check box in the header
area.
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5. Click the right arrow button to move the reason codes into the Selected Reason
Codes column.

6. Click OK to save any changes and close the window.
Delete a Reason Code from a User Group
Navigate: In the Administration tab, click User Group Maintenance. The User Groups

window opens.

Figure 6—41 User Groups Window
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1. Select a user group.

2. (Click Edit. The User Group Details window opens.

Figure 6—42 User Group Details Window
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Note: To activate any user group changes made, the user must first log out of Invoice Matching.

Members Department/Classes Locations Reason Codes ] Cancel ]
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3. Click Reason Codes. The User Group Reason Codes window opens.

Figure 6—43 User Group Reason Codes Window
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4. In the Selected Reason Codes column, select the check box in the Select column
next to each reason codes you want to remove from the user group.

Note: To select all reason codes, select the check box in the header
area.

5. Click the left arrow button to move the users into the Available Reason Codes
column.

6. Click OK to save any changes and close the window.

Tolerance Levels

In the tolerance windows, you can define the amount of variance allowed between an
invoice and a receipt. If the variance is within the defined tolerances, the invoice can
be considered a match. You can define the following types of tolerances at the system
level, supplier level, supplier trait level, or department level:

s Invoice/document summary cost

= Invoice/document summary quantity
s Invoice/document line item cost

s Invoice/document line item quantity

You can define a tolerance only to the maximum percentage of system tolerance. When
you define a tolerance, the lower tolerance is included when calculating variance,
while the upper tolerance is excluded.

This section includes the following tolerance level instructions:

s Define the Tolerance Level for the System

s Delete a Tolerance Level from the System

s Define the Tolerance Level for a Supplier, Supplier Trait, or Department
= Delete a Tolerance Level for a Supplier, Supplier Trait, or Department

= Set Default Tolerance Level for a Supplier, Supplier Trait, or Department

System Administration 6-31



System Options

Define the Tolerance Level for the System

Navigate: In the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.

Figure 6—44 Tolerance Maintenance Window
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1. In the Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6—45 Tolerance Maintenance Detail Window
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3. In the Tolerance field, select the type of tolerance you are creating.
4. In the Difference in Favor field, indicate in whose favor the tolerance should be.
5. Click Add. The next available line is enabled.
6. In the Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance

values.

N

In the Tolerance Value field, indicate the total amount allowed for the variance.
8. In the Tolerance Type field, indicate how the variance should be measured.

9. Click OK to save your changes and close the window.
Delete a Tolerance Level from the System

Navigate: In the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.
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Figure 6—46 Tolerance Maintenance Window
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1. In the Tolerance Level column, select System.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6—47 Tolerance Maintenance Detail Window
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3. In the Delete column, select the type of tolerance you want to delete.

Note: To select all tolerances, select the check box in the header area.

4. Click Delete. You are prompted to confirm the deletion.

5. Click OK.

6. Click OK to close the window and save your changes.

Define the Tolerance Level for a Supplier, Supplier Trait, or Department
Navigate: In the Administration tab, click Tolerance Maintenance. The Tolerance

Maintenance window opens.

Figure 6—48 Tolerance Maintenance Window
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1. In the Tolerance Level column:
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= Select Supplier to create a supplier tolerance level. In the Supplier field, enter
the supplier ID, or click the LOV button to select a supplier.

»  Select Supplier Trait to create a supplier trait tolerance level. In the Supplier
Trait field, enter the supplier trait ID, or click the LOV button to select a
supplier trait.

= Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6—49 Tolerance Maintenance Detail Window
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3. In the Tolerance field, select the type of tolerance you are creating.
4. In the Difference in Favor field, indicate in whose favor the tolerance should be.
5. Click Add. The next available line is enabled.
6. In the Lower Limit Inclusive and Upper Limit Exclusive fields, enter the tolerance

values.

N

In the Tolerance Value field, indicate the total amount allowed for the variance.
8. In the Tolerance Type field, indicate how the variance should be measured.

9. Click OK to save your changes and close the window.

Delete a Tolerance Level for a Supplier, Supplier Trait, or Department

Navigate: In the Administration tab, click Tolerance Maintenance. The Tolerance

Maintenance window opens.

Figure 6-50 Tolerance Maintenance Window
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1. In the Tolerance Level column:
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= Select Supplier to create a supplier tolerance level. In the Supplier field, enter
the supplier ID, or click the LOV button to select a supplier.

»  Select Supplier Trait to create a supplier trait tolerance level. In the Supplier
Trait field, enter the supplier trait ID, or click the LOV button to select a
supplier trait.

= Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6-51 Tolerance Maintenance Detail Window
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3. In the Delete column, select the type of tolerance you are deleting.

Note: To select all tolerances, select the check box in the header area.

4. Click Delete. You are prompted to confirm the deletion.
5. Click OK.

6. Click OK to close the window and save your changes.

Set Default Tolerance Level for a Supplier, Supplier Trait, or Department

Navigate: In the Administration tab, click Tolerance Maintenance. The Tolerance
Maintenance window opens.

Figure 6-52 Tolerance Maintenance Window
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1. In the Tolerance Level column:

= Select Supplier to create a supplier tolerance level. In the Supplier field, enter
the supplier ID, or click the LOV button to select a supplier.
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»  Select Supplier Trait to create a supplier trait tolerance level. In the Supplier
Trait field, enter the supplier trait ID, or click the LOV button to select a
supplier trait.

= Select Department to create a department tolerance level. In the Department
field, enter the department ID, or click the LOV button to select a department.

2. Click Next. The Tolerance Maintenance Detail window opens.

Figure 6-53 Tolerance Maintenance Detail Window
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3. Click Defaults. You are prompted to confirm the restoration.
4. Click OK. The system defaults are displayed.

5. Click OK to save your changes and close the window.

Receipt Write-Off History

A receipt is usually followed by an invoice. There is a possibility that some receipts do
not receive invoices even after the stipulated period. These receipts are written off and
posted to the financial system.

In the Receipt Write-Off History window, you can view a list of receipts that have been
written off.

View Receipt Write-Off History

Navigate: In the Administration tab, click Receipt Write-Off History. The Receipt
Write-Off History window opens.
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Figure 6-54 Receipt Write-Off History Window
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1. In the Receipt field, enter the receipt number, or click the LOV button and select a
receipt.

»  The receipt write off history details are displayed.

2. Click Drill To Finance. The Financial Application System opens up in a new
window.

Note: The Drill To Finance button will be enabled only if the
application is integrated with the Financial Application System.

= You will be prompted for a User ID and Password to log into the Financial
Application System. Once logged in, you will be directed to the Journal
Entries screen corresponding to the selected receipt.

3. Click OK to go back to the main screen.

Dynamic Mapping

In RelM, four of the general ledger segments are allowed to be dynamic. Segments 1
and 2 are dynamic segments for the company and location, which vary based on the
location column of the document within ReIM. Segments 4 and 5 are dynamic
segments for department and class based on the department and class of the items
associated with an invoice.

This section includes the following dynamic mappings:
»  Dynamic Mapping for Department and Class

»  Dynamic Mapping for Location

Dynamic Mapping for Department and Class

Navigate: In the Administration tab, go to Dynamic Mapping > Dynamic Mapping for
Department and Class. The Dynamic Mapping for Department and Class window
opens.
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Figure 6-55 Dynamic Mapping for Department and Class Window
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1. In the Set Of Books ID field, enter the ID, or click the LOV button and select the set
of books.

2. In the Department field, enter the department ID, or click the LOV button and
select the department.

3. In the Class field, enter the class ID, or click the LOV button and select the class.
4. Click OK to update the segment values for department and class.

»  Click Add to create new segments for department and class.

»  Click Delete to delete the selected segments of the department and class.

s Click Cancel to go back to the main screen.

Dynamic Mapping for Location

Navigate: In the Administration tab, go to Dynamic Mapping > Dynamic Mapping for
Location. The Dynamic Mapping for Location window opens.

Figure 6-56 Dynamic Mapping for Location Window
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1. In the Location field, enter the location number, or click the LOV button and select
the location.

The company segment and location segment details are displayed.
2. (Click OK to update the segment values for the location.

s Click Add to create new segments for the location.

s Click Delete to delete the selected segments of the location.

s Click Cancel to go back to the main screen.
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